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Union Dime Savings Bank uses 
Goodall Mohair’ Casement Cloth 


... invests in beauty with economy 


RICHER BEAUTY 


Goodall Mohair Casement Cloth 
comes in a superb variety of 
weaves, patterns, and colors... 
hangs like draperies. 


LIGHT CONTROL ) 
Goodall Casements diffuse sun- . ee 
light into gentle, glareless light 
that helps provide better working 
conditions at maximum distance 
from windows. 


NOISE CONTROL ) 


; 
: 
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Goodall Casements help absorb 
sound and soften distracting of- 
fice noises. 


LONGER WEAR) 


Goodall Casements are Blended- 
to - Perform of fibers chosen for 
their durability as well as luxury 


and beauty. 
LOW-MAINTENANCE ) 


Pi : 


Dust virtually slides off the sur- 
face of Goodall Casements. They 
resist wrinkling, can be washed or 
dry cleaned thanks to multiple 
processes that minimize shrink- 
ing, sagging, or stretching. 

For full information write: Good- 
all Fabrics, Inc., Casement Div., 
525 Madison Ave., New York 22, N.Y. 


tVariable blend of mohair, cotton, rayon and 
acetate, 


Union Dime Savings Bank 
6th Avenue at 40th Street 
in New York 


© 1952, Goodall Fabrics, Inc. Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH*® Cloth) *Registered Trade Mott 


GOODALL FABRICS, INC. © NEw YORK + BOSTON + CHICAGO « DETROIT * SAN FRANCISCO + LOS ANGELES 
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Want the greatest 


economy... 


the greatest efficiency. %& 


select 
the dealer who 


features 


Your Steelcase dealer offers you more than attractiye office furniture 
... he offers you a Steelcase engineered office plan to speed and simplify 
your “work flow,” increase efficiency, boost morale. Steelcase units are 
engineered with standardized, interchangeable parts to give you the 
convenience and flexibility that saves you time, space and money. And 
while it is the last word in efficiency, Steelcase furniture is also beautiful 
in smart, modern colors, new metallic finishes and matching upholstery 
and tops. Your Steelcase dealer is a specialist in office planning and 
layout. See him today. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘‘Tooling Up Your Office’’ Business Equipment 


METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 


February, 1952 
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EVER WALK into a good-looking executive office and secretly 
wish you had one like it? An office that’s efficiently laid out and 
smart in appearance seems to say “We're successful”. 


Actually, such offices are good investments in both prestige 
and increased working efficiency. For many years, Macey- ! 72 
Fowler have been creating fine executive offices for both SAY 44 
small organizations and the country’s largest corporations. LG 
Why not discuss your problem with us—or, better yet, visit 
our new showrooms where you can see “your future 
office” in our “model room” displays. 
If you can’t visit us in person, we'll be glad to send you 
our handsome illustrated catalog and brochure of model 


Hacel) Towler 


INCORPORATED 
305 EAST 63rd STREET ~ tempicton s-s900 +» NEW YORK 21 


Fine Executive Furniture in Both Wood and Steel ji: 


OFFICE MANAGEMENT AND EQUIPMENT February, 1952 
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By Ewing Gallaway, N. Y. 


Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Open on the World 


ETRULY, the windows of the office 


open on the world, and each passing 
day further strengthens the position 
of the office as the center from which 
the activity of the world is directed. 

Compiling, recording, analyzing, 
planning, and administering, the of- 
fice is so all-important in getting the 
world’s work done that it is difficult 
now for use to realize how recently 
the old concept of the office prevailed 
—as a necessary evil to be held strictly 
in line by short rationing. 

“Non-productive,” they used to say 
of it, before management realized that 
its activities underlie all production. 
Now we spend liberally to give the 
office a good location, and good equip- 
ment, and to attract to it a superior 
type of worker. 

One cannot help feeling that recur- 
ring difficulties with respect to the 
last-mentioned factor would be eased 
if the employers of office labor and the 
classes and schools which specialize 
in training for office work did more to 
emphasize the modern concept of the 
office, its vast importance in today’s 
life, and the opportunities it offers the 
ambitious. : 


4 Member of Audit. 
Bureau of Circulations 
Momber of 
Associated Business Publications 


Volume XIII FEBRUARY, 1952 No. 2 


In this issue 
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no more overtime! 


No—never again! Since the boss got the new VUE-FAX Record 
System everything in our office runs smoothly and quickly! 


VUE-FAX VERTICAL VISIBLE RECORD SYSTEM GIVES YOU ALL THE 
FACTS YOUR OFFICE NEEDS, AND KEEPS THEM IN SIGHT.. ALWAYS! 


DO YOU KNOW? 


VUE-FAX is guaranteed to out-perform any other type of record keep- 
ing system, and meets the needs of any industry! It takes up 1/6 the 
floor space, costs 1/6 the price 
of outmoded tray visibles. VUE- 
FAX is the only type of visible 


system adaptable to both ma- > iors — 
chine and hand posting. Facts = ASS SA ES 
are yours through three separate da iF 


margins — Horizontal, Diagonal 
and Vertical, making.it unneces- 
sary to interpret figures through 
signals! 


AMAZING FLEXIBILITY! 
VUE-FAX meets changing business requirements. You can alter the 
size and type of card, and the card stock without buying a new system. 
Only VUE-FAX has all these features! 


CUTS COSTS!- 


That's what they found out at Ford Motors, U.S. Rubber and many 
other large and small companies . . . VUE-FAX gives you faster refer- 
ence, faster posting—with less personnel! 


— ; WRITE TODAY FOR FULL INFORMATION ON 
wens! HOW VUE-FAX CAN BENEFIT YOUR BUSINESS! 


FAST FACTS with VUE-FAX 


CORPORATION 


88 GOLD STREET © NEW YORK 38, NEW YORK 


Distributed In All Principal Cities 


| industry or by a government agency 
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RULES FOR SELECTING 
A PUBLIC ACCOUNTANT 


Ten rules which a company shoul 
follow when selecting a public ae. 
counting firm to audit its records haye 
been formulated by the American Ip. 
stitute of Management, New York 
based on a study of the practices fol. 
lowed by the 298 concerns in the 
United States and Canada which jt 
deems to be “excellently managed.” 
According to recommendations cur. 
rently being distributed to A.I.M. fel. 
lows and members, the following 
points should govern the selection: 


1. The auditor’ should have an es. 
tablished reputation and should be re. 
garded highly in the community. 

2. By virtue of branch offices located 
near the plant areas of the client con- 
cern, the accountant—either as an in- 
dividual or as an accounting firm— 
should be equipped to handle the 
client’s work economically and eff- 
ciently. 

3. The auditor should have demon- 
strated personal integrity and high 
professional standing, adhering to the 
spirit and letter of the accountant’s 
Code of Ethics. 

4. Consideration should be given to 
the prospective auditor’s “constructive 
contribution to the accounting pro- 
fession.” 

5. His participation in civic affairs 
should be attuned to the public in- 
terest. 

6. Consultations with the credit de. 
partment of the client’s own bank, and 
with the company’s lawyer and invest- 
ment banker should precede final ap- 
pointment. 

7. He should be abreast of current 
developments. 

8. Inquiry should be made to de- 
termine whether a prospective auditor 
is employed by other companies in the 


ome ee ee ee we ee ee eee Se Oe ee ee 


where similar problems are involved. 

9. In the case of some companies in 
particular industries, such as oil, steel, 
utilities, hotels, department stores, etc., 
it may be advisable to seek out an 
auditor who specializes in that field. 

10. Publicly-owned companies should 
select auditors by, or with the ap- 
proval of, the outside members of te 
Board of Directors. 


Conversely, the Institute’s report 
points. out, the auditor should apply 
certain standards before accepting a 
new client, such as determining’ that 
the cornpany’s executives are men of 
good repute; that the firm has recog- 
nized financial stability and credit, and | 
that his professional status will be re- 
spected. -He should also examine his 
own capacity, personnel-wise, to han- 
dle the assignment, and should have 
a definite understanding regarding pay- 
ment for his services. 

Although 75 percent of the client 
companies examined in the survey 
have their auditing done by eight ac- 
counting firms, and although the 3,000 
corporations registered with the Se 
curities and Exchange Commission re- 
port an aggregate of only 400 inde 
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Rock-a-file. 
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MODULAR 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet—in wood or steel construction— 


For complete details, write today for catalog and price list. 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects.to companion units in any desired ar- 
rangement—making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL- BARNES COMPANY 
— Spectalists t to the Stationer since 1903 
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Choose your 
own individual 
point style from the 
world’s largest 
selection. 


Needs Ink Only 
4 Times a Year 


in normal desk use 


Point 
Pi ccoatiy’ 


‘ 


_ renewable in 
ase a 


Single and double sets in 
““service’’ and “‘executive’’ vt 
models to harmonize with “Ink-Locked” 
against accidental 
spillage. Can't leak. 


Won't flood. 


Base holds 
40 times more. 
ink than ordinary 
fountain pen desk 
sets. As easy to 
clean as a 
saucer. 


...and You Can Choose the Right 
Point for the Way You Write 


(Only a few of the more popular point styles shown) 


the Porat aan Pen Company of Canada, Ltd., 92 Fleet po wel 


t: Toronto, om io 


COPYRIGHT 1952, THE ESTERBROOK FEN COMPANY 
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pendent public accountants, size per se 
is not an exclusive index to technical 
competence and professional integrity, 
the Institute maintains. 

“In the final analysis,” the report 
declares, “personal independence, dem- 
onstrated integrity and high profes- 
sional standards are the core and ker- 
nel of the public accountant, be: he 
a member of a large or small auditing 
firm. $ 

“The relationship between audjtor 
and client requires continuing mutyal 
confidence. The accountant has much 
of value to offer management as well 
as to stockholders, creditors and others 
who rely on his certificate, provided 
management can act on his advice 
with confidence. Concurrently, the 
accountant can carry out his func- 
tions with greater assurance and ef- 
fectiveness if he has full confidence 
in his client.” 


NEW CHRYSLER BUILDING 
LIGHTING, ELEVATORS 


An extremely high intensity of 
standard lighting, a starter eliminating 
the prolonged blinking that occurs 
near the end of the life of a fluores- 
cent lamp, and recessed troffer light- 
ing fixtures are some of the added 
features in electric illumination that 
tenants in the new 32-story Chrysler 
Building East, 159 E. 42nd St., New 
York, will enjoy under a system de- 
signed by Guy B. Panero, consulting 
engineer. 

The normal lighting to be supplied 
throughout by the building owners 
will be 35 foot-candles. Tenants with 
special problems, wishing to increase 
beyond this intensity will be able to 
get additional illumination at reduced 
cost because of the high standard orig- 
inally supplied. 

The 35-foot candles are supplied by 
six fluorescent fixtures per bay. The 
fixtures, manufactured by Frink Corp., 
are recessed troffers with a hinged 
glass door. Each fixture contains three 
40-watt fluorescent lamps, providing 
an average of 35 foot-candles, or a 
total of 2.2 watts per square foot. The 
lighting circuit wiring is designed for 
a maximum of 5 watts per square foot, 
thus allowing for future increases. 

A special feature of the fixtures is 
the starter eliminating the prolonged 
blinking that occurs near the end of 
the life of a fluorescent lamp. This 
starter is so designed that after ten 
blinks all current is cut off from the 
lamp, which may then be replaced. 

The recessed troffers were selected 
because of the flexibility they permit. 
They present a neat and clean ceiling 
surface, and because of the metal pan 
acoustical ceiling used they allow for 
alterations in lighting at minimum 
cost. The fixtures can be installed in 
individual mountings or in continuous 
rows. 

The perimeter of the lobby of the 
new building is to be illuminated by 
continuous coves employing eight-foot 
fluorescent tubes. The three loggias, 


(To page 11) 
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No. 890-892 DeLuxe Chair and 2-Passenger Settee—Seat and back & 

fashioned of U.S. Koylon molded foam rubber over flex springs for thi id 
super comfort. Foam rubber arm rests. Long-wearing Royalpoint 

cloth fabric only. 


the silver satin perfection ; 
of hand-finished 4 


ROYAL SATIN CHROME 


It’s new...and so much finer than any metal 
furniture finish you’ve ever known! Our 
exclusive hand-finished Royal Satin Chrome 
accents the slim, smart lines of sturdy square 
tubing to bring lasting beauty and prestige 

to every office grouping. Write today for 


No. 881-885 Chair and 3-P. Settee—R ble and = 
ble seat and beck cushions with cot spring construction poe wan free catalog. 
Fs LOUNGE AND RECEPTION ROOM FURNITURE 


siyled ty 


Koyal 


Metal Furniture Since '97 


Royal...your only single source for over 
150 metal furniture items. 


ROYAL METAL MANUFACTURING CO. . 
175 North Michigan Avenue, Dept.62 © Chicago 1 q 


New York @ Los Angeles ¢ Michigan City, Indiana 
Warren, Pennsylvania © Preston arid Galt, Ontario 


g No. 790 Sectional Series—Roll front flex-spring seats and tall flex- 
paring backs. Center,‘end and club chair units in any Royal up- 
istery. 


. SW . 
Se eres ces ee ae 


¥ 
ROYAL METAL MANUFACTURING CO. . = 
175 N. Michigan Ave., Dept. 62 Chicago 1 % 
Please send me a free copy of your new office furniture 
catalog. 
EE ct Oe ME Del 

an 
TE acct cadres naet omc o h enn 
City. Zone State 
By. 


Cabinets Stools Desks Folding Chairs 
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is the easiest 


A? day’ $ work ; 


08 + nly ot 


“Bless EDISON TELEVOICE! it gets me through a mountain of written 


that 
work as easily as talking on the phone. I just pick up any 
my TELEVOICE phone and talk. It's always connected to tion 
the recording instrument which my secretary keeps on ‘sa 


her desk. I enjoy a direct line from thought to action!" TELEVOICE SPEEDS zon 
| | 1 giel serves 20 dictators ; SERVICE FOR OTIS. aa 
tary shor tage--and begin AT 53% LOWER cost! 7 


to use secretarial capac- : 
ity you never dreamed you S Zz 
had. TELEVOICE cuts instru- as R. - “ rao aa F cg we 
ment dictation costs as Pe aah * wit! 
much as 66 2/3%. Just puta General Service Manager's office 


TELEVOICE station at every : (see photo below) of Otis Elevator 
desk--and watch how fast _ Company writes detailed service 
the work flows out! _ instructions that keep more than E 
_ 47,000 elevators running at top ly 
_ performance. »| avai 
Here, speed is essential. Thanks to - 
Epson TELEVoice, dictated main- vat 
tenance instructions and estimates 7 
are now turned into typed orders in con 
a matter of minutes. Previously, Thi 
delays ran up to 24 hours. »} of 


: 
At Otis, four TELE VoIcewaiTeR six 


f \ 
~—— TE VOICE ... the simple) _ recorders (one shown below) serve | ce 


\ 35 low-cost TELevoice phones in # 
” 1M departments, They replace 39 | 
gonomical phone os -_ old individual instruments which - a 
Ideal running mate! Ee had become obsolete—at a ‘oe ad 
system for dictation ! 7 Famous Disc EDISON VoICE- 2 ip equipment cost plone af 33 = are 
mee WRITER, with exclusive ns mi 
High-Definition recording, inte- ~~) dor 
’ grates perfectly with the TELEVOICE ~~ mit 
eK, system for those who want or need suf 
a heavy-duty instrument all their hee pre 
own. For everydictating situation, ~~ cor 
wou can always rely on EDISON! * = 
wh 
)  Eye-opening beokdet! 14eas and help by the bookful! And the fl 
whole sensational success story of TELEVOICE. bu: 
Send for your copy--now! Or arrange demon- is 
stration by phoning our local representative. 
In Canada: Thomas A. Edison of Canada, Ltd., nig 
Toronto 1, Ontario. op 


EDISON TELEVOICEWRITER | Sraeerettere i): 


the 
* 
ha 
EDISON, S Lakeside Ave., West Orange, N. J. The Televoice System i 
Okay—send me A LINE ON TELEVOICE flo 
ca 
ase nit 
TITLE. in 
2 COMPANY. INCORPORATED Fe 
ff ADDRESS Ediphone Division 
city. a West Orange, New Jersey 
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(From page 8) 

on 43rd St., Third Ave. and 42nd St., 
will be brilliantly lighted at night by 
a series of 150-watt floodlights placed 
on 9-inch centers. The loggia lighting 
is equipped with a dimmer control so 
that the floodlighting can be dimmed 
at the end of the evening rush. 

Flexibility in electrical distribution 
is achieved through an underfloor dual 
duct system. These ducts carry 120- 
volt as well as low-ténsion signal and 
telephone wiring, and are so spaced 
that an outlet is always available in 
any seven-foot-square area. In addi- 
tion, space was left in the street vault 
to add another transformer and in the 
control room to add another unit to 
the main switchboard. 

The Chrysler Building East, fully 
air conditioned companion structure to 
the original 77-story Chrysler Building, 
second tallest building in the world, 
is scheduled to be opened by the first 


_of this month. 


The architects on the building are 
Reinhard, Hofmeister and Walquist, 
with the Turner Construction Co. their 
general contractors. 


CHRYSLER ELEVATORS 

Elevators so controlled electronical- 
ly that greater service will be made 
available to meet heavy traffic demands 
are now installed in the new build- 
ing it is announced by the Otis Ele- 
vator Co. 

The eighteen elevators are to be 
controlled by the Autotronic System. 
This system permits the supervisor 
of the elevator service, by the simple 
turn of a knob, to select whichever of 
six basic traffic programs meets the 
requirements of a particular traffic pat- 
tern. 

As .workers surge into the building 
in the morning, cars will be operated 
on an up-peak program that sends 
cars from the lobby as rapidly as they 
are filled. During mid-morning and 
mid-afternoon hours, a balanced up- 
down program is in force. As the 
midday lunch period approaches, the 
supervisor switches to a heavier-down 
Program, spacing the down cars to 
compensate for the greater number 
and duration of their stops. 

Toward the end of the lunch period, 
when the traffic again is predominant- 
ly upwards, the heavier-up program is 
put into effect. At the close of the 
business day the down-peak program 
is again put into operation. 

Finally, at the end of the day a 
night program allows effective one-car 
operation for intermittent traffic at 
night, on Sundays and holidays. 

Two further variations are permit- 
ted. An optional “zone return” sys- 
tem is provided for the bank of cars 
servicing the upper nineteen floors of 
the new building. Under this system, 
half the cars may be dispatched auto- 
Matically to handle the tower ten 
‘floors in the zone while the remaining 
Cars serve passengers from the top 
nine. This would be applicable at clos- 
ing hours, with rush of down traffic. 
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Also, should fully-laden cars re- 
peatedly pass a waiting passenger on 
any floor, his call will be detected 
electronically and a car will be dis- 
patched automatically from the lobby 
to pick him up. 

The Autotronic System takes over 
many of the functions of supervisors 
in the lobby of buildings with the 
usual elevator systems. As a result, 
supervisors in the Chrysler Building 
East will have more time to devote to 
such duties as acting as informed 
hosts, answering questions and greet- 
ing and guiding passengers to their 
floors. 


three banks of six each. One vank will 
be assigned to the first six floors; the 
second bank will cover the sixth to the 
fourteenth floors inclusive, and the 
third bank will handle traffic to and 
from the fourteenth to thirty-second 
floors. All cars will have a capacity of 
3,000 pounds—nominally twenty per- 
sons. 

Two service elevators are also be- 
ing installed. One, with a capacity of 
4,500 pounds, will serve from the sub- 
basement to the thirteenth floor. The 
other, at 3,500 pounds, will operate 
throughout all floors of the building. 
A separate freight elevator will shut- 


tle between the sub-basement and the 
street floor, to take care of main- 


The eighteen elevators being in- 
stalled in the building are grouped in 


x | switch from this 


Anyone can produce beautiful 
Mi plastic bound books in 
these 2 easy steps: 


’ - ee ae 
Punch sheets ond covers of any size or 
weight, quickly, accurately 


: , Bind up to 250 books an hour with colorful 
"Ge ? ars GBC bindings—%%¢" to 14%" diameter. 


NOW... vou can do 


PLASTIC BINDING 


THIS STRIKING PLASTIC BOUND RIGHT IN YOUR OWN OFFICE 
PORTFOLIO-PRESENTATION — Bind all sizes of loose pages—any printed 
FREE or duplicated material with compact 


Get your personalized edition...a 
wealth of facts and ideas. You'll 
receive at no cost the complete ap- 
plication and cost story along with 
actual samples of modern plastic 
binding all in one presentation. The 
2 free valuable pocket memo books 
show two different, popular and 
practical modern plastic binding 
styles. Act now! No obligation. 


GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRES 


GENERAL BINDING CORPORATION 
Dept. OM-2, 812 W. Belmont Ave., Chicage 14, Ill. 
Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION that includes prices 
and applications and 2 FREE handy Memo Books. 
lt understand there is no obligation. 


NAME a 
ORGANIZATION ___ 
ADDRESS 
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ty 


GENERAL BINDING CORP., Dept. OM-2 ; 
to W. Belmont Ave., Chicago 14, II 1 cry ZONE___STATE__ 
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THE FIRST NAME IN 


A. B. DICK COMPANY, Dept. 2-252. 
5700 W. Touhy Avenue, Chicago 31, Illinois 


Without obligation, please send me free portfolio of MODERN 


mimeographing samples. 
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ORGANIZATION 


ADDRESS 


CITY. ZONE_____STATE. 
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tenance and housecleaning operations, 

The doors of the elevators are of 
stainless steel while the interiors of 
the cars are decorated in walnut high- 
lighted by grain patterns, in keeping 
with the motif of the elevators in the 
original Chrysler Building. An un- 
broken handrail of stainless steel ex- 
tends around three sides of the car, 
The entrance way is flooded by light 
from a fluorescent tube, diffused by a 
plastic shield and the main lighting of 
the car comes from fluorescent lamps 
concealed in a cove extending around 
the edges of the ceiling. 

Other new features of the elevators 
are forced-blower ventilation enter- 
ing the car through baffles, and elec- 
tronic touch buttons. 


FOR LIQUID ACCOUNTS 


The Peerless Collection System, de- 
scribed as “an antidote for credit 
nightmares,” is now available to busi- 
ness houses. Embracing six modern 
collection techniques in sequence, it 
is supposed to make slow-moving re- 
ceivables more liquid—and keep them 
liquid—in a simple system that can be 
operated by any office employee, with 
no limit to the number of accounts it 
will service. 

Among its advantages, the system 
increases working capital, helps avoid 
borrowing, eliminates the expense of 
outside collection agencies, prevents 
debtors from “oversight,” runs no risk 
of antagonizing customers, and will of- 
ten obviate the need for legal action. 

H. K. Simon Co., the publishers, 
illustrates that the ratio of loss to age- 
of-account increases sharply, from an 
average of 10 percent on 90-day over- 
due accounts to 50 percent loss on 180- 
day overdue accounts. 

“The insidious thing about credit 
losses,” the company points out, “is 
that, while the amounts may appear 
to be small and scattered, in sum they 
usually represent an appreciable share 
of total volume.” 

A brochure of Special Situations, 
showing how to clean up receivables 
outstanding at year-end (or fiscal year- 
end), how to handle accounts for 
small amounts, how to collect from 
debtors who are also personal friends, 
how to get long-overdue accounts to 
start sending partial payments, and 
answering twelve other particular col- 
lection problems, is included without 
extra charge. 

Copies of the complete System and 
supplementary brochure may be ob- 
tained at $9.95 each from the Simon 
Co., 59 Park Ave., New York 16. 
Complete details will be forwarded on 
request. 


The Bassick Co., manufacturer of 
casters and a subsidiary of Stewart- 
Warner Corp., Chicago, has leased 
manufacturing space in New Haven, 
Conn., to provide increased production 
of its heavy-duty industrial caster line, 
Walter F. Herold, executive vice-pres- 
ident, has announced. William Masler 
will be supervisor of operations at the 
new plant. 
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Let Audograph net you two more hours a day 


What’s on the way up in your office? Paper work. Your 

- secretary’s salary. The pressure on you to get thin 
done. And above all, more time is needed for today’s 
bigger job. 

But put the versatile GRAY AUDOGRAPH to work 
for you and office output is increased up to 30%. 
You save time—up to two hours a day—because it’s 
the simplest, easiest-to-operate dictation system of all. 

The AUDOGRAPH plastic disc holds an hour’s dic- 


AUSOGRAP 


Features make it finest 


tation—28 typewritten pages. The exclusive electro- 
matic index shows your secretary message length 
and indicates corrections. One-lever control is all 
you need to operate—no complicated adjustments. 
And while you soundurite conferences, sales reports, 
letters, memos, your secretary is free to handle de- 
tails that used to eat up your valuable time. 

Mail the coupon today...find out how you, too, 
can save up to two hours a day! 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 

Send me Booklet $2 
“Manpower—starts with YOU!” 


MUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 


Canada: Northern Electric Company, Ltd. Abroad: Westrex 
tion (Western Electric Company export affiliate) in 
countries. TRADE MARK “AUDOGRAPH™ REG. U. S. PAT. OFF. 


NAME 
TITLE FIRM 
STREET citv 
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“What a deal! Two desk 
dispensers for the price of one!” 


SPECIAL OFFER! Your stationer is 

. | featuring a real combination deal for a limited 

i} time ...12 rolls of “Scotch” cellophane tape in 

i‘ the economical 1296” size, plus two handsome 

weighted Desk Dispensers that anchor the tape 

for fast, one-hand operation. Both dispensers 

are included in the deal for the price of only one! 

- See your stationer today ...tell him you 

; want Deal ‘‘S’’. It’s a real opportunity to equip 

a every desk in your office with a time-saving, 

me work-saving Desk Dispenser and ‘‘Scotch’’ cello- 
phane tape! 


The term “Scotch” eda we design are registered trade marks for the 
more than 100 dy yy Se nee code in U2.A. by oon 


cording Tape, “Und lerseal” Rubberized Coating, “‘Scotchlite” Reflective 
Sheeting, “ — Non-sli a “3M” Abrasives, “3M” Ad- 
hesives. taenasel : Minn. Mini , O ivisi 

270 Park Avenue, New York 17, N. Y fo Conei Minnesota ining & 
of Canada, Ltd., iNer Canada. 
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BOOKS AND PAMPHLETS 


Office Executives Association of 
New York, Inc., New York Chapter 
of the National Office Management 
Association, has published a pamphlet 
containing office salary rates as of 
September 30, 1951. It was prepared 
by the salary survey committee, com- 
posed of Martin W. Pohlman, Mon- 
santo Chemical Co.; Austin Scully, 
Oxford University Press, Inc.; John 
Haviland, Pacific Mills; Russell Stu- 
denmund, Presbyterian Book Store, 
and O. B. Olsen, Kee-Lox Mfg. Co. 


American Management Association, 
330 W. 42nd St., New York, has pre- 
pared a new booklet, “Progress in 
Scientific Management,” which is a 
complete catalog of AMA publications 
in eight fields of management. It cov- 
ers the period from February 1932 to 


* January 1952. 


Now available are the Proceedings 
of the 15th Annual Time and Motion 
Study and Management Clinic spon- 


»sored by the Industrial Management 


Society, October 31 - November 1-2, 
1951 at the Sheraton Hotel, Chicago. 
128 pages including charts, forms and 
illustrations. Complete transcripts of 
talks by top leaders of labor, man- 
agement, and government on various 
topics, including time study, motion 
economy, methods, plant layout, mate- 
rials handling, wage incentives, mainte- 
nance, and human relations. Published 
by the Industrial Management Society, 
35 E. Wacker Drive, Chicago 1, it is 
priced at $4. ‘ 


The Taylor Chair Co., Bedford, 
Ohio, has issued its new Taylor Price 
List No. 148, applying to new Taylor 
catalog No. 136. The new price list is 
unique in that, on each of the twelve 
pages listing retail prices, a small pic- 
ture of every number is shown. The 
new Taylor Chair designs are included 
and the list reflects no price increase 
over the previous one. 


Survey of Economic Education is 
the title of a new book written by 
Dillard E. Bird for the Foremanship 
Foundation. Available to members 
only, up to February 1, it may now be 
obtained by non-members from the 
Foundation. Its price has not yet been 
determined. 


The Foremanship Foundation au- 
thorized this study in furtherance of 
its educational objectives. The study 
Presents a review of the standard 
“package” programs available from 


Model 17-A COSCO Executive Choir: All- 
steel, saddle-shaped, revolving seat 
cushioned with Firestone Foamex or foain 
rubber latex; Tufflex-padded backrest 
curves two ways. Du Pont ‘‘Fabrilite’’ 
upholstery—green, brown, maroon, or 
gray. Bonderized, baked-on enamel finish 
—gray, brown, or green. Exclusive 
“Finger-Lift’’ height adjustment; soft 
rubber casters, lifetime-lubricated. $48.45 
($50.95*). In armless model (17-T), 
$43.95 ($45.95*). 


MODEL 16-S i 


*Prices in Florida, Texas and 11 Western 
states. 


6 Easy Adjustments 
—without tools 


1. For height 4, For height 
of seat. of backrest. 


2. For depth §& For angle 
of seat. of backrest. 


3. For slope 6, For tension 
of seat. of tilt action. 


Model 16-S Secretarial Chair, spring-tension 
back, $31.95 ($33.45*);. Model 16-F, fixed 
back, $29.95 ($31.25*). 


Model 20-A "Form-Fit" Side Chair, with arms, 
$29.95 ($31.25*); Model 20-L, armless, $23.95 
($25.25*). 


Clip this coupon and mail today to 


HAMILTON MANUFACTURING CORPORATION 
Department D2 COLUMBUS, INDIANA 


Gentlemen: 

Please send me, without obligation, the fol- 
lowing information on COSCO Office Chairs: 
( ) Name of nearest dealer. 

( ) Complete catalog. 


—---—-—---------4 


maicnetienanesanenanananend 


foundations, colleges and commercial () fn Ch ana Nome 
Organizations. It also contains a sec- ffic wr 3 ail S _.. 
ve the tion devoted to types of programs in ee 
resota current use by business and industry- HAMILTON MANUFACTURING CORPORATION no 
d Re ° ° COLUMBUS, INDIANA Address 
active supervisory programs, non-supervisory 
a Programs, communications programs Also makers of COSCO Household , as, “Tee 
“Mfg. and community programs. Stools, Chairs and Utility Tables Lo -~——-~—--~—— -aa- ee eS 
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Low: Béct way ij 
to speed your | 
MAIL SORTING 


At lower cost than you could build them, 
you can buy sturdy, well-finished Corbin 


mail-sorting tables . . . with pigeonholes 
in the right sizes and arranged to meet 
your specific needs. 

Corbin mail-sorting tables are made of 
selected hardwoods. Joints are dovetailed 
and glued. All surfaces are smooth-sanded 
and lacquered. They are shipped to you 
knocked-down, complete with all hardware 
needed for easy re-assembly. 


[Corbin Cabinet Lock, Weed Products Division 
es 


| Please send illustrated literature and prices on 
] your Corbin mail-sorting tables. 


| 
l 
pn | feature a_ sliding-drawer receptacle 
| | that is extended toward the customer 
! | for his easy use, and pulled onto the 
| avoness | | work counter for the teller’s conveni- 
I I | ence. A 6-point communication system 
Lo. \can be hooked-up to enable the teller 
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BOOKS AND PAMPHLETS 
(Continued) 


“What YOU Can Do Against Com- 
munism” is the title of a newly revised 
booklet written by Theodore Frank, a 
Hungarian who lived under Commu- 
nist rule for four years before finally, 
in 1949, managing to emigrate to the 
U. S. Mr. Frank, a vegetable plant 
and seed breeder, is currently em- 
ployed by the Cornell Seed Co. 


Feeling that official government pub- 
lications on the subject are too wordy 
and uninteresting, he has written his 
booklet in a lucid, conversational style 
that by its very simplicity conveys his 
almost fanatical belief in democracy 
and hate of communism. 

Big corporations or small companies 
could buy these booklets in quantities 
for distribution among their employees, 
perhaps by insertion in pay envelopes. 
The booklet is priced at 25 cents per 
copy and may be obtained by writing 
to: Theodore Frank, Post Office Box 
1787, St. Louis 1, Mo. 


A new bulletin on low-cost, com- 
plete Spee-Dee whiteprinting outfits 
used in plants, offices, and schools has 
just been issued by Peck & Harvey, 
Chicago, manufacturers of whiteprint, 
blueprint, and photocopy equipment. 

This brochure illustrates and de- 
scribes economical portable whiteprint- 
ing outfits for producing black, blue, 
maroon or sepia line [sitive prints 
by the moist-diazo (semi-dry) or the 
ammonia-fume (dry) method. 

They are available in three sizes, 
accommodating prints up to 12 inches 
by 18 inches, 18 inches by 24 inches, 
and 24 inches by 36 inches. 


This bulletin also gives helpful facts 
about the whiteprinting process and 
suggestions about printing and de- 
veloping for speed, economy, and util- 
ity. 

For a free copy of this Spee-Dee 
Outfit Bulletin 221, write Peck & Har- 
vey, 5736 N. Western Ave., Chicago 45. 

The new Auto Banking folder just 
published by the Herring-Hall-Marvin 
Safe Co., of Hamilton, Ohio, is a pic- 
ture story of how this banking service 
has been streamlined by H-H-M 
Windows. 

Seventeen pictures of nine installa- 
tions are used to show how windows 
have been located effectively under 
widely different building conditions, 
and how H-H-M’s built-in facilities 
speed service. Successful drive-in and 
walk-up installations are shown. 

H-H-M Auto Banking Windows 
can be selected in two widths in both 
Bay and Flush types to suit building’s 
location and architectual design. They 


w 

TRS 
en y 

ame 


« with Shepco 
Multi-Lingual Air Mail Envelopes* 


Regular styles, too! Write for sam- 
ples and prices including colorful 
corner designs — Dept. #56. 


psd 


ENVELOPE CO. 


One Envelope Terrace 


Worcester 4, Mass. 


*with Mint-E-Seal the better tasting 
better sticking sealing flap. 


How to Make 
INVISJ8 Le 
Erasures 


With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 
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WHAT SORT-O-MAT DOES 


Sorts correspondence, 
freight bills, invoices, 
charge and credit slips, 
hold orders . . . whizzes 
papers to proper de- 
partment for high-speed 
efficiency, top-notch ac- 
curacy ... Saves time, 
saves space. 


HOW YOU CAN TEST SORT-O-MAT 
ON YOUR OWN PAPER WORK 


The “Y and E” representa- 
tive in your city will be 
glad to demonstrate a Sort- 
O-Mat in your office and 
let you SEE how it cuts 
work, builds performance. 
Call him now! 


F to systematic work order 
Time: 4% seconds pé@paper 


How SOst-O-Mat taxes vou 
OUT FROM UNDER... 


AND PUTS YOUR OFFICE UP ON TOP! 


If anyone in your office sorts correspondence, in- 
voices, papers of any kind—Sort-O-Mat speeds 
sorting time by 75%! Fast, accurate, Sort-O-Mat 
is the 2-letter sorting system that helps your office 
make a better showing up and down the line. 
YOUR BOSS sees a saving in time and money. 
Low-cost green help can do high-speed sorting. 
New accuracy takes advantage of invoice dis- 
counts .. . builds customer respect for your firm. 
DEALERS AND CUSTOMERS see better service 
in filling orders . . . new efficiency in billing and 
shipping. Sort-O-Mat cuts confusion in a way that 
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Also Makers of Quality Stee! Office Equipment 


puts your office up on top. 
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YAWMAN ~oFRBE MF. 


1045 JAY STREET « ROCHESTER 3, N. Y., U. S.A. 
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BOOKS AND PAMPHLETS 
(Continued) 


to change instantly from 2-way com- 
munication with customer to confiden- 
tial 2-way communication with any 
one of five stations in the bank. The 
windows are designed to keep all sup- 
plies, coin machines and money at 
tellers’ finger-tips for fast uninter- 
rupted service. 

A copy of the new Auto Banking 
folder No. 480-010 can be secured by 
writing the Herring-Hall-Marvin Safe 
Co., Hamilton, Ohio. 


“Clear Writing for Easy Reading” 
is the title of a new book written by 


Norman G. Shidle and published by 
McGraw-Hill Book Co., 330 W. 42nd 
St., New York. In this book more at- 
tention is focused on such everyday 
writing tasks as office memoranda, 
minutes of meetings, report-writing, 
and letters of all types. Many practice 
exercises are given, and examples of 
good and bad writing. The book is 
aimed at improving non-fiction writing 
by simple practical methods. 


The 176 page book, regularly priced 
at $3, is available to Associated Busi- 
ness Publications’ members and pros- 
pective members for $2.55. 


A colorful 16-page catalog showing 
the full Ezyindex line of cellulose ace- 


TABULATING CARD 
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MONARCH 


METAL PRODUCTS INC | 
8 Ag 


THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., factures a complete line 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 

Fabrication and finish are of the finest; design is pleasing as well 
as practical and utilitarian. 

Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationary 
storing racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets and accessories; and other items. 
We will be happy to help you with any of your tabulating problems, 
whether they be of design or space. 


Exclusive representatives in many cities 


724 S. COLUMBUS AVE., MOUNT VERNON, N.Y. 
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tate index tabs and indexing systems 
is now available from Ezyindex Prod- 
ucts Co., 153-13 Northern Blvd, 
Flushing 54, N.Y., formerly known as 
a division of the Associated Cellulose 
Products Corp. 

Characterized by an _ on-the-cover 
index and a green and black modern 
design cover, the new Ezyindex cata- 


log features plastic strip tabs, shield 
tabs and _ cut-to-size tabs. Plastic 
tabbed indexes for ring books and 
post binders are also shown, as well as 
a special group of student indexes and 
tabs. 

Special emphasis is given to the de- 
scription and illustration of Ezyindex’s 
patented Dura-Test Hole Reinforce- 
ment Process. 

Copies of this new catalog may be 
obtained by writing to the firm. 


A new 1951 catalog showing its 
complete line of metal and aluminum 
furniture for offices, hotels, restaurants 


ALUMINUM 
FURNITURE 


and institutions has been published by 
Emeco Corp., Hanover, Pa. The cata- 
log is 8% inches by 11 inches with 
standard three-hole punchings. It also 
features side chairs, arm chairs and 
swivel chairs, plus Emeco’s newest 
posture chairs. 
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Smead's Correspondence Sorter should 
be on every desk .. . It permits instant 
identification for filing and finding cor- 
respondence,. It keeps correspondence 


» confidential for signature, It keeps 


papers sorted during the busy day for 
immediate reference, 


At the end of tie day, popers are sorted . 


indexed ,eady #6r the filing deport 


Aiclalt 


Aes 


Woe! 


ee ra 


‘MANUFACTURING 66, 


It saves time for the filing department, 


Smead’s Tumble Mead Cellulenien inden tn 


printed on both sides for sorting: 
This allows quick reference as index ig s=*h*5 
from both sides. 


CONSTRUCTION 


Black cloth color — embossed cloth covers -- 
Blatk fibre leaves = Celluloided index— 
The Correspondence Serter bas an expan 
capacity of over 20 inches. 

Fumished in iefter and legal sizes — indexed 
Ato Z and! 'o $1. 


ING RASTINGS, MEN’ 


FOR SALE BY STATIONERY STORES EVERYWHERE 


A desk file which is really a correspondence sorters 
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“IT GROWS AS NEEDED” = 


TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
1. 


wa oN 


ALPHABETICALLY 
NUMERICALLY 
GEOGRAPHICALLY 
CHRONOLOGICALLY 
OR BY SUBJECT 


Let us discuss your filing problems with you. 


Smead MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA | 
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Using the Conference Room 


CONFERENCE ROOMS always come in for a great deal of attention when the 
modern office is in the planning and building stage, and the visitor is always 
made to include them on his tour of the new office. But is the office getting 
out of them a return commensurate with the space, the time, the money, and 
the thought which have gone into their creation? 


There is reason for suspicion that in many cases these rooms come into being 
just because other important offices have them. Not enough attention is given 
to putting them to use in the regular routine of the office. Board rooms of course 
are there for a very definite purpose and undoubtedly justify their existence 
even when restricted solely to that purpose. But the purpose of the average 
conference room quite often has a certain fuzziness about it, and as a result it 
fails to become integrated into the office as a whole. Many such rooms stand idle 
week in and week out, and are finally put to uses having no relation to the 
purpose for which they were built. 


Well-located and well-equipped conference areas are vita! to a large ofhice, 
but they are of value only in proportion to the skill with which their use is 
promoted. People must be made to see the advantages of them in imparting 
information quickly to a group, in necesssary discussion of a project, in ironing 
out difficulties involving more persons than can conveniently talk things out 
across a desk. Furthermore, office management needs to dispel the widespread 
feeling on the part of employees that conferences are for the office brass alone. 


The conference idea has been greatly restricted in its,application also by the 
limiting of conferences to subjects of major importance. The less there is of 
rigidity in determination of the need for a conference the better. Indeed, in 
these days of increasing use of demonstrations ‘and other graphic methods of 
showing how things can best be done, many sectional get-togethers in the office 
are not strictly conferences at all, but they are still highly valuable use of 
conference space. 


OFFICE MANAGEMENT AND EQUIPMENT ie 21 


eS eo oe Y , 
ie. i a 
las ‘ 26> a ag ae . a » er; <a bi 
Be a Seer eg aoe. 6 Smet SAE ie 
Pas sce $72 mae i a pias a, be a a pa in ae | : WY. 
3 ¥ > rag i oe te J ; + sai. Mi - - tng = . 
ee eta res ite MES Di. 4.h- 
BE sii i ia * Rie" : : atoms ee j 
Ee ae he <4 rage = Pa Be Ae a a ? ot > ee —* 
ee Cee ee eae 
Ae? Se me Sy ek 4 poly 2) sisiath wnat + 
potas ee, ec 2 Se Sve: ee 
wit be > a fast i 
ee 2S 
— 
aN y ~* Pan 
‘ 
y .< a 
<< . S } 
=, me ha a a } 
tee . 
SR, a. Aw } 
~~; > i# : | 
| = 
yi 
“y im « “he ) 
; hig ry en 
a ty | Nae 
Ve , wee 
ath - ' j = ‘ on } 2 — al - , 
er a * “7 Oe os “i a cies © ibd oy > 4 q get vee a ae y : ~ | 


Motivate for 


GREATER PRODUCTIVITY 


By C. L. LAPP, Ph.D. 


Associate Professor of Marketing, 
Washington University, St. Louis 


MORALE DEVELOPMENT has been a forgotten 
function, particularly in respect to office employees— 
for far too long—in far too many organizations. 

Too frequently comments of this nature are made 
by non-selling employees about their superior or su- 
periors: “My boss is super at setting up procedures, 
my boss certainly is technically well-trained, but my 
boss just doesn’t seem to understand the men and 
women who work for him.” Still other quite common 
phrases are “My boss calls us down in public,” “My 
boss lets his personal feelings get the best of him,” 
“My boss holds grudges,” “My boss is not friendly,” 
or “‘My, boss is too familiar.” 

It is my contention that greater attention must be 
given to the attitude of workers. Give greater atten- 
tion to. human problems and less to work problems 
and you will find that work problems will be taken 
care of more easily and efficiently. 

The first step in humanizing your relationship with 
employees is to define what you mean by morale. 
Morale is a resultant condition which may be good 
or bad. Good morale is a mental attitude which leads 
individuals and groups to subordinate willingly their 
personal objectives, at least temporarily and within 
reason, to further company and departmental objec- 
tives. The function or process of obtaining good 
morale is motivation. 

If good morale among workers is going to be ob- 
tained, there must be attention given to motivation 
by top-level management. Good morale starts at the 
top and filters down throughout the organization. 
The top-level activities connected with morale are 
planning and organizing. The planning phase can be 
further broken down into the activities concerned 
with the setting of objectives, policy and procedural 
formulation, and the setting of standards of perfor- 
mance. 

An employee is happier if he knows specifically 
what he is supposed to do. The setting of objectives 
can best be accomplished by means of job analysis — 
that is merely determining specifically what you want 
each employee to do. Employee after employee has 
said, after the results of such a job analysis have been 
handed him, “For the first time I know what I am 
supposed to do.” 
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What is more, top job performances all too tre- 
quently are not obtained because of poor order- 
giving. Employees point out that all too frequently 
their bosses make these mistakes in order-giving: 

(1) Giving orders in a dictatorial manner. 

(2) Giving orders which are not clear. 

(3) Giving orders which do not meet the need of 
the situation. 

(4) Giving orders without checking to see if the 
recipient understands or has the know-how to carry 
them out. 

(5) Giving orders which are conflicting or con- 
fusing. 

Next, in planning for morale definite policies and 
procedures must be established. But even more im- 
portant, the employee must be given the “why” for 
such policies and procedures. The workers who under- 
stand the “why” of what is supposed to be done will 
be the last to throw in the sponge when the going 
gets rough. 

Another aspect of planning is the setting of stand- 
ards of performance. This gives the worker a mini- 
mum goal to shoot at. These standards or goals can 
best be set if an approach similar to time and motion 
study is used; only in the case of office employees the 
time study approach takes the form of time and duty 
analysis. Such analyses — to mean anything to the 
worker — must be followed by periodic individual 
manpower inventories at least every six months. 
Workers feel they should from time to time be told 
how well they are doing. 

If workers are to have high morale, they must be 
given personal attention. Department heads must find 
out how each employee feels, thinks, and acts, if he 
wants to make him feel, think, and act the way he 
wants him to. Too frequently this personal contact is 
made an impossibility because department or section 
heads are assigned too many employees. 

In smaller departments the problem is not one of 
organization charts or manuals — the problem is one 
of time allocation. The department head must set 
aside a portion of this time for individual consulta- 
tion with each employee. It may be necessary in many 
cases to hire staff help to take care of routine details 
in order that such time can be made available. 
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There is still another aspect in respect to organiza- 
tion which must be given consideration. An organiza- 
tion is more than lines and charts — there is a social 
organization. Individuals must be selected who fit 
into this social organization. For example, a young 
lady recently told me about an unhappy non-selling 
work experience she had in a department store. She 
did not like her job because they put her in the base- 
ment with a group of girls from the waterfront —a 
section of town definitely underprivileged. She felt 
she could not fit in, as she was a college graduate from 
amore desirable section of town. What is more, not 
only was her morale low, but so was that of the other 
girls, because they did not like her either! 

Various studies have been made of the morale fac- 
tors which are most important in motivating non- 
vlling retail store employees. Every one of these 
studies invariably comes up with the following things 
which employees want, but perhaps in a slightly diff- 
erent order of importance: 

(1) Help in getting results expected (corrective 
action and training) . 

(2) Encouragement to offer new ideas (communi- 
ation) . 

(3) Fair evaluation of work performance. 

(4) A fair hearing and a square deal on grievances. 

(5) Promotion of best qualified person. 

(6) Pay increases when deserved. 
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If good morale among workers is to be achieved, top management must give attention to motivation 


Too frequently the results of such surveys are 
applied to the work group as a whole. In motivating 
employees, mass motivation is all right as far as it goes 
but it just does not go far enough. The most effective 
motivation is individualized. Each individual is differ- 
ent. The morale factor, or more often the multiplicity 
of morale factors, which affects the morale of one in- 
dividual is quite different than the factor or factors 
affecting another individual. Remember, too, that in- 
dividuals are dynamic. What may raise or lower the 
morale of an employee this week will be quite differ- 
ent than what will affect his morale next week or next 
month. 

Motivation must be dynamic but at the same time 
long-term and developmental in nature. Motivation 
of the positive tvpe which obtains greater productiv- 
ity by making each man and woman better can best 
be explained by alluding to four levels of motivation 
— the level of self-interest, mediocrity, aspiration, and 
the level of commitment. 

The level of self-interest should really be character- 
ized as a level of the absence of supervisory motivation. 
At this level, a superior fails to recognize the impor- 
tance of the individual—is interested only in group 
work performance. Bosses whose motivation is at this 
level believe it is unwise to make any investment in 
manpower. They feel workers should self-train, self- 


(To page 64) 
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Smith, Kline & French, Inc., distributor of 30,000 
drug-store items, uses conveyors to speed paperwork 
at its new Philadelphia distribution center. Begin- 
ning in the order-receiving room, 16 girls handle 
hundreds of telephone orders each day. They are 
quickly typed on forms (original and one carbon), 
and placed on the belt which discharges at right 
angles to a second conveyor (—) 


3 —discharging to a third horizontal belt which moves the papers to the head pricer and his twelve assistants. Car 

bon copy invoice is sent to the shipping desk for inclusion with the outgoing goods. Original goes to Accounts Re 
i ceivable for entry. By the use of this system, designed by the Lamson Corp., Syracuse, N. Y., forty persons ar 
| able to process the large daily volume of orders from reception to shipment. 


Conveyors 
speed the work here 


2 —which takes the orders to a station for credit, ani 
segregation into large: or small orders. Small orden 
for a company are accumulated for sizable shipmen, 
Bills of lading are made here if required, and ew 
tomers’ Addressograph plate is pulled. Here also th 


items are. coded for warehouse location. A vertiel] 
conveyor, two flush belts between which the orden 
are sandwiched, takes them down to the warehous 
floor and up again (—) 


e. 
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Mr. Aydelott’s office 


FLEXIBILITY in design 


THERE WAS A TIME when the office followed a 
recognizable pattern — a pattern which demanded 
with unflagging consistency ranks of desks, wood rail- 
ings or glass partitioned cubicles, and file cabinets in 
obvious profusion. Such a design was followed unerr- 
ingly whether the staff numbered 100 or ten. 

But the fact that offices need not retain the appear- 
ance of uniform austerity in order to be effective is 
gaining more widespread recognition, with the result 
that more and more offices are beginning to reflect a 
really informal atmosphere. 

Typical of this new approach are the offices of the 
architectural firm of A. L. Aydelott in Memphis, 
Tenn., which surely represent an acceleration of a 
trend described by Suzanne Sekey, a contributing edi- 
tor of Progressive Architecture, as the “domestic look” 
of today’s office. 

Speaking of the Aydelott offices in the January issue 
of that magazine Miss Sekey says, “. . . an informal 
quality, without going to sentimental extremes, is 
often valid, as in the case of Mr. Aydelott’s office. 
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Miss Sekey points out that interior design and fur- 
nishings should be integrated with the exterior if the 
building is to be judged as a completely successful 
work of architecture. Because of this, architects are 
more and more giving attention to the problems of 
interior design. 

In many instances the architect calls upon the ser- 
vices of specialists in this field for consultation. In the 
case of the Aydelott offices the services of the Knoll 
Planning Unit, a division of Knoll Associates, New 
York, well known designers and builders of contem- 
porary furniture, were utilized. 

Mr. Aydelott’s private office is cited as an example 
of the informal approach with an appreciation for the 
unlabored — walls of brick painted white and natural 
oak plywood. The collaborative role of the Knoll 
Panning Unit is evidenced not only by the furniture 
and fabrics and by the actual furniture placement, 
but in addition the quiet color scheme of grey, brown, 
blue, white and natural hues of grass cloth and bam- 


(To page 74) 
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THAT FIRST DAY—following graduation from high 
school, 17-year-old Tom Grenier begins making his rounds 
at Burroughs 
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Going Up! 


Progress of a 
Mail Boy 


What is the modern office messenger 
like? What is the nature of his progress 
with a typically large organization? Here 
is a picture story of one such youngster’s 
debut in the world of business, worked 
up for OFFICE MANAGEMENT & 
EQUIPMENT by the Burroughs Adding 
Machine Co., in Detroit 


Tom soon finds out that others, like Mike Capo, accountant 

in the Plant Ledger Department (left), and George Leitch, 

manga Contract Manager (bottom left), started as mail 
ys 


He keeps on sorting and delivering mail, progresses 
outside messenger work, and later is promoted to his first 
desk job—scheduling the other messenger boys 
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Top, left and right: 
But Tom is not waiting for someone else to educate him. 
Accounting studies at the University of Detroit after the 
work at Burroughs is over, makes his day long and full. 
He gets home to suburban Royal Oak about 11:15 p.m. 
He has five more years to go to get his accounting degree. 
His hard work pays off. After a year of mail work, Tom 
Grenier is asked if he would like to work in Accounts Pay- 
able. He now feels that he is in the “best spot” in the 
accounting office. 

ter: 
Tom occasionally drops back to see his old boss, Willard 
Johnson, head of the mail room and advisor to the mail 
boys, where he hears about the progress made by his 
friends in the mail department. At one time, ten out of 
the eleven boys were going to night school. Some of 
are now in military service. 


Tom knows that he stands on the threshold of opportunity 
—that he has taken the first step. His future is hard to 
fea” but he knows his first step was up. 

Editor’s note: We hear Tom has moved up another step 
since this feature was prepared, into a new department of 
defense accounting. ] 
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Jane Wyman and Bing Crosby know their way around an office, but Jane Nigh seems a little vocal at the typewriter 


When Hollywood Wants 
an Office 


By PAUL VANDERVOORT I 


THE MEN in the front offices may run things in 
Hollywood, but the most interesting offices in any 
movie studio are those on the back lot. 


Hollywood's “‘reel-life” business world where the 
business men are actors, and the financial stakes, stage 
money—conducts its affairs in offices specially built on 
studio sound stages. 


There are even office buildings, old and modern, on 
studio street sets, where the imposing exteriors of the 


edifices belie the fact that they are only false fronts 
propped up from behind. 

These movie offices naturally must have office 
equipment — desks, chairs, filing cases, typewriters, 
calculators, and the rest, and the job of providing 
these things is that of the set dresser and the prop 
man. 


Whether it be the plushy layout of a big executive (Ray- 
mond Walburn), or the beat-up desk items appropriate 
for a western, the prop man is right on the spot 
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Modern equipment, of course, for the secretary of a prosperous Reno lawyer in this film 


Every major studio has hundreds of pieces of office 
furnishings in its property warehouse, catalogued, and 
dated according to period. Old-fashioned roll-top 
desks rub edges with modern streamlined desks, and 
antique double keyboard typewriters rest in bins 
alongside electrics of today. 

Even such small items as paper clips, rubber bands, 
pens, pencils, pencil sharpeners, and similar items are 
kept in stock for use in “dressing” these sets. 

The extent to which the studios go to provide 
authentic office equipment is indicated by the fact 
that the Warner Brothers studio has four office switch- 
boards among its stage properties, in addition to its 
supply of regular office fixtures. 

Offices built for movies are divided into two distinct 
categories, modern and “character.” A “character” 
office is one in which early periods and unusual 
locales are represented, such as an early western or a 
foreign office. 

To keep these old-time offices in character, the re- 
search department checks on types of office equipment 
used in the era being portrayed. This prevents such 
anachronisms as the use of typewriters at times when 
all letters were written by hand. 

The same care is taken in creating the actual office 
itself. Architects draw plans from which the construc- 
tion department builds the set. Painters then paint 
the set, and the “rug man” lays floor coverings. Orna- 
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mental plants or flowers for the secretary's desk are 
provided by the “green man.” 

Men from the plaster shop can create any stone, 
steel, or marble effects needed and the sign man let- 
ters the firm’s name on the doors. A common studio 
joke is to use names of “set’”’ workers for this purpose. 

Sets can be as effective as the actors in creating a 
mood. Therefore, an office portrayed as quarters of a 
failing business is “dressed” with scarred, broken, and 
out-moded furniture. 

The “special effects man” will even dirty up the 
premises, crack a few window panes, and spin several 
spider webs in strategic corners to add to the run- 
down effect the scene must convey. 

Conversely, a modern and busy office which must 
reflect the prosperity of its occupants gets the glamor 
treatment. The latest in office equipment is used in 
the general office set, and private offices have an ex- 
pensive decor that bespeaks success. 

In cases where the exact type of equipment needed 
is not available in the studio’s own stock, it is rented 
from a stationer or office supply firm, or from a prop 
rental house specializing in such properties. 

Each studio has an “outside man,” whose duty it is 
to find, and buy or rent the thousands of props used 
in motion pictures each year. These men haunt auc- 
tions, antique shops, second hand stores, court sales, 


(To page 74) 
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Office 
Management 


AND EQUIPMENT 


Semi-Annual Index 


LAYOUT AND EQUIPMENT 


Six Offices Honored in 1951 “Office of the Year” 
Award 
August, page 24 
Trends in Movable Office Partitions 
By Alvin M. Hattal 
August, page 31 
Scale Models Help Du Pont Demonstrate Office Color 
September, page 32 
New Trends in Brokerage Offices 
By Robert F. Finegan 
September, page 36 
Offices for Use and Demonstration 
September, page 42 
Offices Honored in the 1951 “Office of the Year” 
Award 
October, pages 45 to 70 
Executive Offices for Fawcett Publications 
November, page 26 
Bell Savings and Loan Office Unusual 
November, page 34 
If You Install a Fixture, Can you Take it with You? 
By Alvin M. Hattal 
December, page 22 
Restoring Youth to a Major Office Structure 
December, page 28 
When a Furniture Manufacturer Gets a New Office 
December, page 36 
Equipment Roundup features—covering in July, stap- 
lers, numbering machines and secretarial posture 
chairs; in August, adding and calculating ma- 
chines, microfilm equipment and dictating ma- 
chines; in September, desk lamps, office lighting 
fixtures, and visible index units; October, file 
cabinets and transfer files; November, executive 


desks and supply cabinets; December, filing 
supplies. 


PERSONNEL 


Office-Factory Relations 


By Fred Rudge, President, Fisher & Rudge, 
Inc., New York 
July, page 20 
“Morning Coffee” Problem Solved in Mutual Life’s 
Big Offices 
By Robert F. Finegan 
August, page 26 
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Unique Salary Adjustment Plan Works Well at Elmo 
Roper Offices 
By Alvin M. Hattal 
September, page go 


SYSTEMS 
The Work Distribution Chart 
By Michael A. C. Hume, CPA, Supervisor, 
Methods Consulting Department 
Bennett, Chirlian & Co., New York 
July, page 26 
Why File So Much So Long? 
By Leta J. Stroben, Manager Systems Diy, 
The Globe-Wernicke Co. New York 
September, page 34 
By-Passing Those Troublesome Cents 
By L. F. Adams 
November, page 29 
Types of Unit Control Records for Department 
Stores 


By Kenneth P. Mages, CPA 
December, page 26 


LIGHTING 
Lighting Plays Dynamic Part in Raising Office 
Efficiency Level 
By Kenneth H. Ripnen of Kenneth H. 
Ripnen Co., Inc., New York 
July, page 22 
New Application Made of Integrated Ceiling 
Lighting 
July, page 32 
Brightness Controlled, Glare Banished 
November, page 31 


STANDARDS 


Establishing Standards for Office Space and Office 
Furniture 


By C. I. Keelan, Office Systems Analyst, 
Johns-Manville Corp., New York 
July, page 30 
First Two Standards Set in the Office Field 
August, page 29 
TRAINING 
Now That You Are an Office Manager 
By Clarence G. Scholtz 
August, page go 
Objective Tests for Accounting Students 
November, page 36 
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SYSTEMS MANAGEMENT 
Comes of Age 


Armond L. Mettler 


HOW should a systems and procedures unit be 
started? How would it gain recognition in its com- 
pany organization? 

These are questions that have often been asked of 
me. Quoting my personal experience and that of some 
of my acquaintances, a qualified individual can lay 
the groundwork for a systems and procedures depart- 
ment by starting with his present unit. He can codify 
the policies and practices current in his organization 
unit. He can prepare a manual of such material that 
can be neatly indexed and presented as evidence of 
what could be accomplished on a company-wide scale. 

He can establish projects that accomplish econo- 
mies, and improve efficiency within the operations 
directly surrounding him. He can pursue what would 
seem to be small projects and at the same time dem- 
onstrate the potential of methods analysis on a larger 
scale. 

He can apply principles of scientific management 
within his own sphere, and this will readily bubble 
to the surface as an indication of talent that could be 
utilized on a broader scale. 

With a little extra effort on his part, he can make 
his boss conscious of relief from pressing details that 
should not be permitted to divert his superior’s atten- 
tion from more important decision-making processes. 

From the beginnings in one department or division, 
the expansion of a systems and procedures activity 
into a company-wide operation is natural. It is im- 
practical to confine the activity within the bounds of 
any one department if any appreciable work is to be 
accomplished. Almost invariably the performance of 
any single system crosses departmental lines and ties 
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By ARMOND L. METTLER 


Manager, Systems and Procedures Division, 
The Electric Storage Battery Co., Philadelphia; 
President, Systems & Procedures Association of America 


(Second of two installments) 


in to other systems in other departments. By this we 
refer to such obvious situations as the effect of time- 
keeping on payroll preparation, the effect of material 
control procedures on purchase requisitioning and 
purchase order processing. 

Once the systems activity has been established on a 
company-wide basis, the systems manager can take a 
clue from John Haslett’s organization of a system 
and procedures activity in the Shell Oil Company. 
Mr. Haslett divides his function into six programs. 

The Office Systems Program conducts surveys of 
procedures and organizational relationships in terms 
of the practicable extent of standardization, simplifi- 
cation and production measurement. 

The Equipment Standards Program provides for 
conducting detailed studies and testing of makes and 
models of office machines and equipment for the pur- 
pose of making specific recommendations for practical 
application, proper utilization and economical opera- 
tion of equipment recommended. It establishes basic 
requirements for the justification of purchase and for 
budgetary control purposes. 

The Records Management Program develops filing 
systems and standards for the effective management 
of records. It includes developing recommendations 
concerning the retention of records in accordance 
with prescribed company policies. 

The Office Appraisal Program is designed to follow 
up new methods installations and periodically review 
on a comparative basis the effectiveness of office sys- 
tems, using data derived from the production mea- 
surement phase of the office systems program. 

The Coordination Program establishes a systematic 
means of correlating forms and reports with related 
administrative procedures and coordinates the dis- 
semination of information concerning policies and 
procedures. This involves analysis and improvement 
of forms, recurring reports, manuals, instructions and 
other publications involving policies, procedures, or- 
ganization, reports, statements or forms. 

The Research and Training Program provides for 
establishing and maintaining relationships with pro- 
fessional management societies and with other com- 
panies for the mutual exchange of information tela- 
tive to management improvements in policies, organi- 
zation, procedures, equipment and methods develop- 
ment techniques. It also involves the development of 
systems applications to company problems, the testing 


(To page 76) 
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OFFICE MANAGEMENT AND EQUIPMENT 


Getting that 


“Something 
EXTRA” 


into the layout 


By KIMBALL DARBY 


WHEN ARE the qualities of spaciousness and luxury 
essential for the office setting — beyond the conven- 
tional needs of company prestige and employee 
morale? 

One answer might be provided by the new offices 
of the Collins & Aikman Corporation, at 210 Madison 
Avenue, in New York, manufacturers of fine decora- 
tive and automotive upholstery fabrics and carpeting, 
who decided that roomy office areas with a warm, 
club-like atmosphere would be the perfect back-drop 
for the functional display of their quality products. 
It need hardly be said that, while the company has 
succeeded admirably in this objective, other features 
of these offices—far removed from thoughts of com- 
merce—make valuable contributions to everyday efh- 
ciency and employee well-being. 

Many layout problems of equal importance were 
tackled by the architectural firm of Rogers Associates, 
New York, in conjunction with an architect member 
of Collins & Aikman. Between them they worked out, 
for instance, the details which gave the company the 
use of natural light for color matching, and for de- 
signing rooms, and placed the salesmen’s offices close 
to the reception room in direct proximity to the pri- 
vate show-rooms — the salesman’s critical operating 
area. 

At the same time, executives’ offices are removed 
from the reception room, branching off from the gen- 
eral offices wherein the mechanical and paper work of 
the company goes smoothly. Here, as in every other 
room, the space is well lighted, from the niched bank 
of file cabinets on one side of the room to the en- 
trances to the executive offices on the other side. 

A distinctive feature of the Collins & Aikman head- 
quarters are the long vistas gained by wide entrances 
from room to room. This design serves to high-light 
the thick pile nylon floor covering with which the 
offices are completely carpeted — the only offices in 
the country with this distinction. 

The Collins & Aikman offices are air-conditioned 
throughout, with special attention given to three in- 
terior rooms—the luxuriously appointed board room, 
a conference room equally well appointed, and a 
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General office area at Collins & Aikman 


warmly inviting dining room which has a décor so 
subtle in its balance between the masculine and the 
feminine that it appeals to members of the staff of 
both sexes. 

Ever since a former president of Collins & Aikman 
decided thirty years ago that the secretarial staff were 
not getting fed adequately at over-crowded neighbor- 
hood restaurants, an employee restaurant has been an 
important part of the company’s office plan. A mod- 


ernly equipped kitchen just off the dining room pre- 
pares well-balanced meals for sale at less than cost. 
Collins & Aikman employees, numbering about 75, 
are happy to avail themselves of this fine facility. 

A stand-out in the many features of these offices 
was the use of nylon automotive fabrics of striking 
design as upholstery fabrics for executive and secre- 
tarial posture chairs. 


(To next page) 


Part of the dining room which serves all employees 
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From the top: 
A Collins & Aikman executive office 
A conference room 


Board room 


“Among our main products are automotive uphol- 
stery fabrics,” a Collins & Aikman executive ex- 
plained, “and we were the pioneers in that field with 
nylon upholstery fabrics. Now, these fabrics are gain- 
ing popularity in the field of room decoration as 
well.” 

In line with their application of car seating mater- 
ials to interior upholstery, the Collins & Aikman 
people have pioneered in applying cotton velvet chair 
fabrics as window drapes in their offices, with highly 
satisfactory results. 

Aside from the generous space allotments notice- 
able everywhere in the Collins & Aikman offices, a 
sizable parcel of reserve office area is at present leased 
to a subsidiary company on the same floor. 

“We are expanding our fine worsteds business,” the 
company spokesman said, “and since this is a coming 
division of the organization, we took more space than 
we immediately needed in anticipation of this devel- 
opment.” 

Another important feature of these offices is a sitting 
room richly furnished with over-stuffed chairs, coffee 
table, and other occasional furniture, in which busi- 
ness people can sit down in an atmosphere of relax- 
ation and talk over their problems with Collins & 
Aikman executives and salesmen. 

Actually, though, the sense of relaxation and tran- 
quility which prevails in this special room permeates 
all of the office. 
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Big Interest in 


Coming Chicago Seminar 


THE TENTH annual office management seminar of 
the Office Management Association of Chicago will 
take place February 25 through the 28th at the Con- 
rad Hilton Hotel, formerly the Stevens, in Chicago. 
Once again Northwestern University, Evanston, IIl., 
shares in the sponsorship of lecture sessions which 
this year are geared thematically to “Management- 
Manpower-Methods.” 

The business equipment show which is always a 
part of this annual event will be held in the Conrad 
Hilton’s exhibition” hall. It will start concurrently 
with the seminar, but will continue an extra day, 
dosing the night of the 28th. Seventy-six exhibitors 
will display and demonstrate their products to an 
estimated expected attendance of 30,000 office execu- 
tives. 

The seminar program will include J. Roscoe Miller, 
president of Northwestern University, who will make 


the address of welcome; W. A. Patterson, president of 
United Airlines, who will be keynote speaker; Leon- 
ard Spacek, managing partner, Arthur Anderson & 
Co., whose speech will be titled “How to Get Good 
Management”; Louis Duenweg, Detroit Edison Co., 
who will be chairman of a panel discussion on “Salary 
Administration and Salary Stabilization”; Vera V. 
Green, assistant treasurer, Botwinik Bros. of Massa- 
chusetts, Worcester, Mass., speaking on “A Woman's 
Place in Management”; and Dr. B. F. Lounsbury, 
Commonwealth Edison Co., Chicago, whose talk will 
be titled “Absenteeism—a Health and Safety Program 
for the Office.” 

In addition, two outstanding personalities on the 
nation’s economic scene will address the seminar audi- 
ence. These are Charles E. Wilson, National Defense 
Mobilizer, who will discuss “Manpower and the War 
Effort”; and Beardsley Ruml, one of the nation’s out- 


MANAGEMENT executives are 
putting their heads together as 
plans develop for Chicago’s big 
seminar. At the top of the page 
are George Roubik, OMAC sec- 
retary; A. F. Hagedorn, Seminar 
Program Committee  co-chair- 
man; and F. D. Hurt, OMAC 
president. Here, at left: H. W. 
Dickhut, general chairman of 
the event, and, right, Henry F. 
Baerman, chairman of the Busi- 
ness Show Committee. 
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standing authorities on taxation, will discuss “Ihe 
Excess Profits Tax.” 

Other outstanding speakers are represented by 
Senator Everett M. Dirksen of Illinois, who will be 
guest speaker at the association dinner; Ray Eppert, 
vice-president of Burroughs Adding Machine Co., 
Detroit, Mich., speaking on “Advancements of Mech- 
anization of Office Operations’; Harry L. Wylie, Pure 
Oil Co., Chicago, whose address is titled “Manage- 


List of exhibitors at Show: 


Acme Visible Records, Inc. 
Addressograph Branch, Addresso- 
graph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
National Cash Register Co.) 
All-Steel Equipment Inc. 
American Automatic Typewriter Co. 
American Lithofold Corp. 
American Perforator Co. 
Art Metal Construction Co. 
Bircher Co., Inc., The 
E. W. Boehm Co. 
Charles Bruning Co. 
Burroughs Adding Machine Co. 
Business Controls System 
Business Efficiency Aids, Inc. 
Chicago Evening Schools (Com- 
Clary M iplier Cor 
lary Multiplier 
E. Conway, Inc. <4 
Ralph C. Coxhead Corp. 
Cummins Business Machine Corp. 
Davidson Sales & Service Agency 
Dictaphone Corp. 
Diebold, Inc. 
Ditto, Inc. 
Duplicopy Co. 
The Ediphone, Edwin C. Barnes & 
Brothers 
Elliott Addressing Machine Co. 
Friden Calculating Machine Agency 
} sos Yee aro, Co. 
ray Audograph Corp. 
Griswold & oa ag 
Jones Commercial High School 
Lee F. Kollie, Inc. 
Le Febure Business Systems 
Marchant Calculating Machine Co. 
Marr Duplicator Co., Inc. 
Marshall Field & Co. 
Marshall-Jackson Co. (Globe Wer- 
nicke, Inc.; Harter Chair Co., 
Sikes Co. & Hoosier Desk Co.) 
Master Addresser Co. 
McBee Co. 
McCaskey Register Co. 
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ment, Manpower and Methods’; and Russell Cansler 


Northwestern University, speaking on “Education 


and Training for Better Use of Manpower.” 

Admission to the office equipment show is by ticket 
only. Office supply and equipment dealers and other 
agencies have been set up to distribute complimentary 
tickets. Show hours run from 1:30 P.M. to 10 P.M. on 
Monday, the opening day, and from noon to 10 P.M, 
for the next three days. 


Monroe Calculating Machine Co., 
Inc. 

Mosler Safe Co. 

Multistamp Chicago Co. 

Muzak Corp., Boom Electric & Ampli- 
fier Co., Inc. 

The National Cash Register Co. 

Office Equipment Co. of Chicago 

The Office Magazine 

Office Management Association of 
Chicago 

Office Management and Equipment 
Magazine 

Pitney-Bowes, Inc. 

Powers-Samas Accounting Machines 
(Sales) Ltd. 

Rand McNally & Co. 

Records Controls, Inc., formerly Chi- 
cago Bureau of Filing and Index- 
ing, Inc. 

Recordak Corp. 

Remington Rand Inc. 

Rex-O-Graph, Sales and Service 

Robotyper Corp., Robotyper Chi- 
cago Co. 

Rockwell-Barnes Co. 

— Division (Watson Mfg. Co., 

ne. 

Royal Typewriter Co., Inc. 

Simplex Time Recorder Co. 

Soundscriber, Anderson-Church, Inc. 

— ome Inc. , 

tandard Duplicating Machines » 

Standard Manifold Co. 3 

Statistical Tabulating Co. 

Stenographic Machines, Inc. 

Stivers Office Service 

Tallman, Robbins & Co. 

Tiffany Stand Co. 

The Todd Co., Inc. 

Triner Sales Co., Inc. 

Victor Adding Machine Co. 

Visirecord, Inc. 

Weber Addressing Machine Co. 

Wheeldex Chicago Co. 


Workman Service, Inc. 
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COLE’S new INVENTION 


Dial Locks al 


GAUNOIE ourometicaly 


5 a 


Prices slightly higher in Zone I! and Zone III 


2 =. COMPANY | 
—— — : LY. é 


Used in 
Government 
Offices 


Used for 
Top Secret Work 
in Many Plants 


Your records are as safe in Cole's ‘DOUBLE SAFEGUARD"” 
cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade *‘A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors. Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 
last a lifetime. 


No. ‘con? I 06” 


FOUR DRAWER FILES 
No. Wide High _—— Deep Prod 


1004Y .. Letter Size..14%” 51%” 28%” $106.90 
8004Y .. Legal Size..17%" 51%” 28%" 118.75 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 


TWO DRAWER FILES 
No. Wide High Deep ans 


1002Y .. Letter Size..14%” 30%" 28%" $ 79.50 
8002Y .. Legal Size..17%" 30%" 28%" 84.75 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 
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No. 470 


sy be 


With lock 
for drawers, 
No. 470PL $6215 


With lock 
for drawers, 
No 478PL $81 00 


size drawers; two doyble-width drowers for cards or double index drawers for cards or cancelled checmmt Ke 
cancelled checks; safety vault with combination lock. three adjustable storage compartments under lock oan or 
three adjustable: storage compartments under Icck ond key. Size, 37%" high, 30%" wide, 17%" deep. Giag 
key: 37%" high, 30%" wide, 17'4" deep. Cole gray green or Cole groy baked enamel finish. 4 


Capacity 
1600 cards 


A i q * = Pa 
: : a 


- & nde 3 bak 
aa } 


: a ae - SN , 
ae — ( 
lock tor H 
a Capacity 
$1000 odd. 3200 cards 
ter size). Ideal for office forms, printed matter, photo. Mo. Cardsiae Meight Price he Cord ia Neigh =u 
graphs, etc, Olive green arilole gray baked enone C335 325 Sh” $30 C3552 355 5%" See 
finish. CMS 456 OW (620 F Coase 4x6 ow Te 
Outside dimensions . . . 3744" high, 30” wide, 1314" deop. ee ae ee. ee ee 
inside dimensions . . . 3¥" high, 7" wide, 12" deop cp 6x? Clev2 639 8" 1 
‘ Green of gray. Units may be stacked: Bases available, $10 00 


COL STEEL EQUIPMENT COMPANY. 
: af (285 Madison Avenu ae 
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No. 3495S 


59g" 


= Sree ss Pirate Seduce 

4 hl office supplies, catalogues pe adnned Motter neat 

KORE Gerd orderly. Designed for many tap Two odjustable 

Olieg melves. Size, 37%" high, JOY" wide, 17%" deep. Olive 
4 Green or Cole gray boked enomel Gath, 


No. 180Y 


No. C1505 


MEPeMMded throughout. Top: Size IM" x Ti" a 4%", with 


$M ae porocentric lock and two keys. Olive green. Boi- 


iz } m Size 16" x 12” x» 7%” with combination dial lock. 
958 Me gray. 
27 


le an i. z 


No. 3491 


ye 


plies, tools, liquor, ete. safe end orderly. Doors hove 


two-way locking device, controlled by o poracentric |ock. 
Two e@djustable shelves. 37%" high, 30%” wide, 17%” 
deep. Green or Cole gray. 


No. 5426L 


and keys. Upper section for active records, has spring 
compressor. Green or Cole groy. 30%" high. 

Upper compartment, 13%" wide, 11%" high, 44” deep 
Lower comporiment, 12%" wide, 14” high, 24” deep. 
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PRONTO STORAGE FILES 


for less active records 


Letter Size $355 


OTHER SIZES AND PRICES 


SUGGESTED USES 


Inside Dimensions 


DRAWER FRONT 


DRAWER FRONT 


Letter Size 
ae, 
Legal or Cap... 
OI ila a Tat 
*2 Rows 8x5 Forms. 
*invoices or 2 Rows 8x5 


Freight Bills 
i a iol in 
Drafts or Checks... 
Drafts or Checks... 
Deposit sips (2 Rows) 
*Deposit 2 Rows 
Deposit Slips 


Tabulating Cards __ 
°3x5 Cards" 3 ie 


2x5 Cards (2 Rows) 
Vouchers (Upright) _ 
Ledger Sheets ____. 


Ledger Sheets _____ 


Form 1158E 


y . P RO 


File File 

No. No. 

E210 . . $3.55 . . $3.45 1210L. 

E210S 3.45... 3.35 1210S . 25 
Esi0 . 4.25 1510L 5.60... 5.50 
E109? .. 3.20. . 3.10 109 395... 326 
El0s .. 3.50.. 3.40 (08L.. 4.25.. 4.15 
El08M . 3.45... 3.35 108M . 4.15.. 4.05 
E97 3.00... 2.90 97IL.. 3.55... 3.45 
E104... 3.05.. 2.95 104L.. 3.95... 3.85 
E94 2.40... 2.30 194IL.. 3.00.. 2.90 
E94M 2.35... 2.25 1941IM . 2.95... 2.85 
E85 2.70... 2.60 SIL. . 3.30.. 3.20 
E8ss 2.60... 2.50 1851S. . 3.20.. 3.10 
E84 2.40... 2.30 1841L 3.00... 2.90 
E73 2.40... 2.30 73IL.. 2.95... 2.85 
E64 435... 4.2 1645L.. 5.60.. 5.50 
E24 3.20... 3.10 $245L.. 3.95... 3.85 
E103 3.05... 2.95 103L 3.85... 3.75 
E592 3.35... 3.25 $92L.. 4.25.. 4.95 
E91 4.05... 3.9% 912L.. 4.90.. 4.80 
E12 5.15 . ._ 5.05 1212M_. 6.70.. 6.60 


STURDY CONSTRUCTION — Prontos are built 0 
275-lb. test corrugated fibre board and 
forced with steel on the shell and the four co 

of the drawers. 

SAVE FLOOR SPACE — Constructed so that 
interlock into solid units and stack as high 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more 
of fussing and fuming. With Pronto files you « 
get at all records just as easily as in your 
active files. 

BEAUTIFUL APPEARANCE — Pronto files are be 
tiful in appearance, finished in an attractive ¢ 


NTO FIL 


_ 285 Madison Avenue 


iz 
; yy d 


carton—all othe 


green. The steel drawer front matches your 
lar active office files. 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 


LOS 


° 
8 
3 
$ 


PORATION. 


ew York 17, N. bis 


Legal Size $435 
Check Size $2” 
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MOTORIZED CARD FILE 


An entirely new type of motorized card file, the Sim- 
plafind, has been developed by Simpla Research & 
Mfg. Co., 425 Fourth Ave., New York. In a unit ap- 
proximately 12 sq. ft. it provides for 40,000 8-inch by 
5-inch cards, 82,000 tabulating-size cards, or 90,000 
5-inch by 3-inch cards, all of them brought to the 
operator's working level at a touch of the new auto- 
matic push-button control. By simply pushing the but- 
ton, the section of the file desired comes to the 
operator in an average time of less than three sec- 
onds. It comes to her in the shortest direction, re- 
gardless of which section had been previously used. 
The machines cost between $2,000 and $3,000. 


MODERN RECEPTION ROOM 
Simplicity of room decoration in modern interiors 
and increasing use of metal furnishings is influencing 
strongly the decorative treatment of business and 
professional interiors, as well as the home. This attrac- 
tive reception room reflects the trend, says Royal 
Metal Mfg. Co., 175 No. Michigan Ave., Chicago |, 

oducers of the furniture. The square tubular steel 
Rotten of distinctive design is plated with the new 
hand finished satin chrome. Colorful leatherette up- 
holstery and stain-and-burn proof table tops combine 
beauty with true functional value. 


WICK GUIDE CHOSEN FOR DUPLICATOR 
Standard Duplicating Machine Corp., Everett, Mass., 
has ended its search for a wick guide to be used in 
its new Coronet Duplicator. This wick guide had to 
have maximum rigidity and light weight for proper 
efficiency and the firm finally decided that the three- 
dimensional, design-strengthened, textured Rigidized 
Metals possessed all the necessary features plus an 
added function in the 5-WL pattern selected. Rigid- 
ized Metals is manufactured by the Rigidized Metals 
Corp., 1642-P Ohio St., Buffalo 3, N. Y. 


MARLITE WALL PANELS 

The light, cheerful effect of this modern doctor's office 
in the MacNamara Clinic, Toledo, Ohio, was achieved 
through the use of Marlite plastic-finished wall panels, 
pore ot wa by Marsh Wall Products, Inc., Dover, 
Ohio. Prima Vera (Harewood Gray) Wood Pattern 
Marlite was installed from floor to ceiling. Marlite is 
available in more than sixty colors and patterns. 


OFFICE MANAGEMENT AND EQUIPMENT 
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DATERS AND NUMBERERS 
William A. Force, 3rd, president of William A. Force 
& Co., 64 White St., New York 13, announced the 
manufacture of the Regent and Monarch rubber line 
caters and numberers at a recent company sales meet- 
ing. The new models are virtually self-aligning and 
deeply molded bands align on the bridge. Handles of 
both models are of modern functional design for easy 
gripping and are marked with type size for rapid iden- 
tification. Frames are nickel-plated and drums are 
of aluminum for minimum ink corrosion. Daters are 
built with two day drums of larger than usual diame- 
ter for uniform tension and easier moving of bands. 


NEW MONEY PROTECTION UNIT 

called the “Super Cashguard" has been introduced 
by Diebold, Inc., Canton 2, Ohio. The new unit has 
every known protective device built into it and fea- 
tures such construction as bank vault steel, extra 
heavy door and locking lugs, ultramodern hinge de- 
sign and big three-tumbler bank-type combination 
lock. The safe carries both SMNA and Underwriters’ 
Laboratories, Inc., labels. Interior is illuminated when 
door is open. 


NEW CROSS PENCIL 
The A. T. Cross Pencil Co., 53 Warren St., Providence 
7, R. 1, has introduced a new pencil that is an exact 
replica of its Century pencil but differing in that the 
gold filled finish is replaced by one of sterling silver. 
It is retailed at $5, tax included, in a gift box. 


NEW AIR CONDITIONER 
called the Vornado Model 75 WAC has been in- 


troduced by the O. A. Sutton Corp., Wichita, Kans. SUSPENDED FILE FRAME 


Using the same principle of air distribution as the 
Vornado Air Circulator, manufactured by the same 
firm, the unit offers complete air flow contro! through 
two air directors which tilt and rotate at the touch 
of a finger. The unit fits window sizes 27 inches to 
48 inches and adapters are available for wider than 
average windows. It weighs 197 pounds; extends into 
room 9!/2 inches. The refrigerant is Freon-12. 


OFFICE MANAGEMENT AND EQUIPMENT 


Victor Safe & Equipment Co., North Tonawanda, New 
York, has introduced a new suspended file frame. It 
is shown here with folders installed. The system in- 
corporates two new features: the frame is now ad- 
justable in length as well as in width to fit almost 
any size letter or legal filing drawer; the folders are 
equipped with an improved beaded edge, crimped 
angle tab for easy assembly. 
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ELIMINATING STREET NOISES 

The problem of eliminating street noises without 
disturbing the classical ceiling design in the office 
of Blake-More Godwin, director of the Toledo 
Museum of Art, was solved by the application of 
Fiberglas acoustical board to the office walls. Bell- 
man, Gillett and Richards of Toledo were the archi- 
tects. Installation was done by Turner-Brooks, Inc., 
Toledo, Ohio. Fiberglas acoustical board is a product 
of Owens-Corning Fiberglas Corp., Toledo. The acous- 
tical board, 728 square feet of it, in 24-inch squares, 
¥, of an inch in thickness, was installed | inch from 
the masonry walls to the base of the classically-de- 
signed ceiling. 


THREE-IN-ONE FLOOR CLEANER 

West Disinfecting Co., 32-16 West St., Long Island 
City |, New York, has introduced Pine Lustreclean, a 
liquid formulation which cleans, deodorizes and lighily 
waxes all in one operation, and leaves a “woodsy" 
pine odor about the premises. It may be used on 
wood, composition tile, asphalt tile, mastic, linoleum, 
cork, terrazzo and painted or varnished floors, as well 
as walls, woodwork and similar surfaces. Shown here 
is a demonstrator using West Pine Lustreclean by 
usual mopping procedures. 


NEW ACOUSTICAL TILE 

is Embossed Travertone, a product of the Armstrong 
Cork Co., Lancaster, Pa., especially designed for dis- 
tinctive ceilings in banks, hospitals, hotel lobbies, or 
other interiors demanding a quiet, dignified air. Con- 
tains two finely scored parallel bands of different 
widths across the surface of the tile. Easily adaptable 
for border treatments or interesting patterns in ceil- 
ing designs. Made from mineral wool fibers, it is 
rated as an incombustible material by the U. S. Bu- 
reau of Standards. Has noise reduction coefficient of 
.65, and comes in one size—!2 by 12 inches by 11/16 
inch with square edge. Painted white for high light 
reflection. 


DESK SIGNS : 
Quality Plus Inc., 163 Pacific St., Brooklyn, New 
York, is offering new desk signs. The letters come 
in one size only, 3% inch. They are firmly set in the 
base, which is made of solid brass, chrome plated. 
Individually boxed, the signs retail at $4.50 each. 
Adcitional signs are available in chrome le!tering 
to fit individual needs. Maximum number of letters 
allowed is fifteen. 
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SIMPLIFIED TRAVEL EXPENSE BOOKS 


Two new Simplified Income Tax Record and Travel 
Expense Books, with detachable summary pages, have 
been introduced by Melton Publishing Co., 4554 
Broadway, Chicago 40. Books can be personalized 
with imprinting on front cover for advertising pur- 
poses. Designed for busy executives, sales managers 
and independent travelers, the books provide a com- 
plete break-down of each expense item and eliminate 
the necessity of referring to receipts when making 
income tax returns. Books can be purchased in yearly 
unit packages of twelve monthly books and fifty-two 
weekly books. The monthly book retails at 25 cents 
each or $3 per unit; the weekly book at 10 cents 
each or $5.20 per unit. A transparent plastic cover 
is supplied with each unit. 


SILK SPUN CARBON PAPER 
Mittag & Volger, Inc., Park Ridge, N. J., manufacturer 
of carbon papers, inked ribbons and associated prod- 
ucts, recently introduced its new Silk Spun carbon pa- 
per. Featuring a clean edge and ern packaging, 
Silk Spun has the new Miracle-Tone slip resistant back. 
os available in a complete range of weights and 
nishes. 
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NEW WORLD GLOBE 

called the Starlight is offered by Replogle Globes, 
Inc., 325 N. Hoyne Ave., Chicago 12. Instead of 
the customary light blue color, ocean areas are a 
deep blue-black, making a strong contrast with the 
vivid land colors. The twelve inch globe has bright 
chrome plating on the metal base and meridian. 
The up-to-date map shows 6,410 place names and 
physical features. The Starlight retails for $9.95. 


UP-"N-DOWN LAMP 
A new adjustable lamp for desk, table, piano or T.V. 
set has been introduced by General Lamps Mfg. 
Corp., Elwood, Ind. The "Up-'N-Down” lamp, which 
can also be hung on a wall, has a shade which will 
turn in a circle, sideways, down or at an angle that 
will throw the light back. Designed with a one-piece, 
seamless shade which has contrasting molding on the 
edge, the lamp is available in two finishes: No. 858, 
platinum mist (a grey finish with a silver cast) with 
brass finish trim; and No. 859, with a Chinese red 
trim. It is retailed, east of the Rockies, for $12.95. 
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NEW MOVABLE STEEL PARTITION 


Complying with government regulations to reduce the 
amount of steel in movable partitions, the engineers 
of the Virginia Metal Products Corp., Orange, Va., 
have created a new movable steel partition designated 
types "FF" and "FM". These new all-steel Mobilwall 
partitions are 23% inches thick, have half-link plates 
to permit lay-in wiring through the posts, and have all 
joints completely flush. The "FM" commercial Mobil- 
wall interlocks at all post connections with the "FF" 
flush executive type of partition. Full specifications 
of material, construction, and scale drawings are avail- 
able in a set of twelve two-color data sheets by writ- 
ing to the firm's regional office at 60 Hudson St., Dept. 
A., New York 13. 


NEW LOUNGE SERIES 

Emeco Corp., Hanover, Pa., has introduced three new 
lounge models to its line of office and institutional 
furniture. The three new models are a single seat 
lounge chair, a two-seat settee, and a three-seat set- 
tee. Constructed of lightweight aluminum, the frames 
of the new series are scratch-finished and feature the 
“Emecoated" finish (an anodizing process) for pres- 
ervation of the original finish. Other features are deep 
innerspring cushions, reversible and interchangeable 
between models, and plastic simulated leather uphol- 
stery with woven base. The series is available in a 
wide range of upholstery colors and textures. 


NEW IBM SEARCHING MACHINE 


The Electronic Information Searching Machine, using 
photo-electric eyes to read entire IBM punched cards 
at the speed of 1000 a minute, has been introduced 
by International Business Machines Corp., 590 Madi- 
son Ave., New York. Information contained in a 
book, article, or abstract is condensed into a new ma- 
chine "language" of 792 characters and then trans- 
ferred into IBM cards. 


OFFICE MANAGEMENT AND EQUIPMENT 


— 


Been es —— . ao. ——S So. i, ae te a : TS | ae f 
ca = 
new things in the news : 
gee STL A LS Stee A SS 
— 
' i ' ; . j : ke a 
ad f fel | y a } : 
| i feet = “ ‘ 
o. | Je | =F 
i i i a Fe -— 2: : ee | 
ee 7 ke 
it “ La oa q | 
— ¥ { 
, =~ ‘ a 
| u ‘ 
' redill ae, a ? 
| be % 
/ “- a 
ee 4 
se ewes . ‘ é 
~~ ae : 
se: ae ig £ ; 
_ , Sew ot o 3 i 3a 4 “yg = : r 4 
wit | 
ee eae 4 
1952 ‘ 
an 
— ee = ; a | ae ahs Rg - * eros 2 ae Fs : y e 


RECORDS MANAGEMENT 
WORKSHOP OFFERED 


A second Records Management 
Workshop for the Chicago area is 
being offered this winter at the Down- 
town Center of The University of Chi- 
cago, 19 S. La Salle St. 

The Workshop, under the direction 
of Vera A. Avery, records analyst, and 
Freida Kraines, records and library 
supervisor, Chicago Park District, is 
designed to acquaint executives with 
the objectives and principles of sound 
records management as well as to 
present the advantages of a coordin- 
ated, over-all approach to an organiza- 
tion’s records problems. 

For those who are engaged in some 
phase of records work at the operating 
level, this Workshop provides a good 
opportunity to discuss and study vari- 
ous methods of classification of rec- 
ords, the application of micro-filming 
to problems of preserving, the storing 
and processing of records, the appli- 
cation of commercially developed 
filing systems and equipment, the co- 
ordination of mail and distribution 
systems, the development of records 
inventories and related subjects. 

Case histories and special problems 
will also be discussed. Classes, which 
began January 2, will meet every 
Wednesday evening for two hours. 
Further information and details about 
the Workshops may be obtained from 
the Downtown Center. 


REMINGTON RAND 
EXPANSION PLANS 


Plans for expansion of the Marietta, 
Ohio plant of Remington Rand Inc., 
including about 100,000 square feet of 
additional floor space, have been an- 
nounced by R. J. Roach, general man- 
ager of the company’s steel equipment 
section of its manufacturing division. 

B. F. Anderson, assistant vice-presi- 
dent of Remington Rand, and Mr. 
Roach on January 9 visited Marietta, 
where Remington Rand manufactures 
steel files, safe-cabinets and other in- 
sulated office equipment, to confer 
with B. P. Bragg, local plant man- 
ager, on the proposed expansion proj- 
ect. 

Mr. Roach said the company has 
applied to the Federal government in 
Washington, D. C., for permission to 
build additional manufacturing fa- 
cilities in Marietta, to cost approxi- 
mately $1,500,000. Further action lo- 
cally must await the government’s ac- 
tion on this application. 

The proposed additional facilities are 
to be constructed on land owned by 
the Pennsylvania Railroad, near the 
present Remington Rand plant. Ar- 
rangements have been completed with 
the railroad for acquisition of this 
property. 

The proposed expansion would in- 
crease the Remington Rand payroll in 
Marietta by about 35 percent, adding 
between 200 and 300 employees. Mr. 
Roach pointed out that the plans for 
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expanding the Marietta plant follow 
a pattern of expansion begun in 1940, 
when the first small addition was built 
at the Remington Rand plant. 

In 1944 the company’s Kardex 
cabinet manufacturing facilities were 
moved from Tonawanda, N. Y., to 
Marietta, and in 1946 and 1949 addi- 
tional units were added to the plant 
to take care of an increased volume 
of production. 


MECHANICAL ACCOUNTING 


COURSE 
The intensive 15-week evening 
course on “Mechanical Accounting 


Methods,” conducted by Michael A. C. 
Hume, CPA, will again be offered at 
the Spring Semester of the City Col- 
lege School of Business, New York. 

This course is intended to provide 
a basic understanding of the proper 
application of accounting machinery. 
Emphasis is placed upon the applica- 
tion of multiple register bookkeeping 
machines to accounting systems. Some 
of the topics discussed include: pro- 
cedure analysis and charting; accounts 
receivable mechanized; duplicating 
processes; forms design and control; 
punched card fundamentals, and ma- 
chine methods of proof. 

The course does not teach the oper- 
ation of accounting machines. 

Instruction is based more upon the 
“directed discussion” technique than 
upon the “lecture method.” Modern 
visual aids are used extensively, in- 
cluding the Vu-Graph, motion pic- 
tures, sound-slide films, etc. 

Mr. Hume is director of education 
of the New York Chapter of the Na- 
tional Association of Cost Accoun- 
tants. Under his chairmanship, the 
Study Group on Mechanized Account- 
ing developed the original program 
which subsequently was developed in- 
to the above course. He is also chair- 
man of the committee on Accounting 
Machinery of the New York State So- 
ciety of Certified Public Accountants. 
Mr. Hume is supervisor of the meth- 
ods consulting department of Bennett, 
Chirlian & Co., Certified Public Ac- 
countants, New York. 

Further information about the course 
may be obtained from the Evening 
Division, School of Business and Civic 
Administration, The City College, 17 
Lexington Ave., New York 10. 


5 FIRMS WIN 
INSTITUTE AWARDS 


Five companies in the office equip- 
ment field have been awarded Certi- 
ficates of Management Excellence for 
the Year 1951 by the American In- 
stitute of Management, New York, a 
non-profit foundation devoted to the 
study and improvement of corporate 
organization and management. 

Cited for the first time by the 
A.I.M. was Addressograph-Multigraph 
Corp., Cleveland, while the fellowing 
were designated “excellently man- 
aged” for the second time since the 
annual award was initiated two years 
ago: Burroughs Adding Machine Co., 


‘ment, directorate analysis, fiscal poli. 


Detroit; International Business \,. 
chine Corp., New York; National Cas, 
Register Co., Dayton, and Pitney. 
Bowes, Inc., Stamford, Conn. 

According to Jackson Martindel, 
president of the Institute, only 2, 
firms in the United States and Cap. 
ada were deemed eligible to receiv 
the awards. 


In .deciding which companies ar 
entitled to the designation, Mr. Mar. 
tindell explained, credits are given {or 
excellence in ten separate fields—ero. 
nomic function, corporate structure, 
health of earnings growth, fairness to 
stockholders, research and develop 


cies, production efficiency, sales vigor 
and executive evaluation. In order to 
be certitied by the Institute, a com. 
pany must receive 7,500 points out oj 
a possible 10,000. The point system 
used by the organization is based on 
a continuing comparative study of 3- 
000 concerns. 


SPECIAL SERVICE CREATED 
FOR COMPANY PARTIES 


Business may be less hectic this year 
—at least for top executives who have 
to arrange company parties. 

Created primarily for busy business 
men and their convention and party 
problems, a special service has been 
set up in New York. It’s called the 
Function Booking Service, and it’s lo- 
cated at 550 Fifth Avenue. 


Here, time-limited top personnel can 
have the headaches of arranging sales 
meetings, hotel accommodations, 
luncheons, dinners, and other business 
and social functions taken off their 
hands. 

The service includes booking the 
rooms, hiring the help, selecting the 
menu—arranging even the smallest 
detail. An experienced hostess is even 
supplied to supervise each event per- 
sonally. The business man need only 
indicate the type of function he wants, 
and pay the bill. 

Up to now, arrangements for these 
social-business functions have often 
taken the full-time of a high paid ex- 
ecutive. Now all he has to do is “press 
a button,” and skilled specialists of 
Function Booking Service take over. 
Here are some of the “plusses” Func- 
tion Booking Service offers: 

1) Out of town firms can_ handle 
affairs entirely by correspondence. No 
need to send a man into New York in 
advance. 

2) Functions are run_ strictly on 
budget. There are no plaguing “ex- 
tras” to worry about. 

3) Displays, decorations — even 
speakers and _ entertainers—are ar- 
ranged for. 

Miss Kay Dunn, formerly of the 
Waldorf, is special consultant in the 
Counseling Service Department. She 
will offer suggestions at her office, oF. 
by appointment, at the office of a busi- 
ness executive to discuss his party 
problems. There is no charge for the 
special coumseling service. 
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Equipment 
Roundup— 


This month: Typewriters, copy 
holders, time clocks, wardrobes, 


and lockers 


Directory of Manufacturers on page 55 


RESPONSIBLE men in the typewriter industry feel 
that the raw materials situation will not be over- 
critical for the balance of the first half of 1952—barr- 
ing, of course, a serious turn for the worse in inter- 
national relations. Yet, it is also felt that continuing 
intensification of the country’s defense effort makes 
conditions for the second half unpredictable. People 
point out that the industry, by reason of its precision 
work, is among the first to which the government turns 
for small arms, rifles and other vital military needs. 
It stands ready to respond once again. 

R. C. Allen Business Machines, Inc. reports its new R. C. 
Allen Standard Typewriter is now available for prompt 
delivery all over the United States, with many unique fea- 
tures. 

“Its streamlined appearance and soft green color harmon- 
ize perfectly with present-day office furnishings,” the com- 
pany says. 

The R. C. Allen Typewriter also possesses many new 
mechanical features. Wonder Window enables the operator 
to see just where the margin is set at all times. Margin 
may be set with the carriage in any position. 

Type cleaning and ribbon changing are eased consider- 
ably by reason of the easily removed cowl. The cowl needs 
only a touch and it is removed. 

Line space lever requires only a minimum of pressure and 
it sets another line. It travels only a fraction of the ordi- 
nary distance and saves the operator much time and effort. 

This typewriter also has a built-in, adjustable card and 
Paper holder, personalized touch control, individual key ac- 
tion tuning, and many other outstanding features. It is 
available with 11, 12, 14, 18, 22 and 26 inch carriages. All 
models are available—30 day delivery applies. 

' The American Automatic Typewriter Co. reports that its 
line has not been shortened—that all models are available 
with rormal delivery dates applying. 

Autotypist Model 5060 Push-Button Dual is described 
by the company as being a fully automatic letter-writing 
machine. Automatically operates any typewriter, electric 
or manual, by means of perforated paper rolls. It uses 
pneumatic power to operate combined with electricity. A 
push-button electric switching circuit similar to that used 
in automatic phonographs controls the roll transmissions. 

The two large-size record rolls carry perforations for 
100 cr more different paragraphs. There are 100 push- 


Commercial Controls Corp.’s Flexowriter 


buttons corresponding to the paragraph selections. By 
pushing buttons in the sequence desired for the formation 
of a letter from the 100 standard paragraphs, the operator 
can pre-set the contents of the entire letter. The Auto- 
typist then automatically selects and types each paragraph 
through to the end of the letter, but stopping at pre- 
determined spots for the personal fill-in by the typist. 
Paragraphs can be typed in any sequence, forward or back~ 
war 1, and from either roll, or from both. 

The automatic addressing feature has been built into this 
model in addition to the dual paragraph selection. This 
will turn the Model 5060 into a fully automatic letter- 
writing machine, producing complete letters continuously, 
including date, name, address, and salutation, without the 
touch of a human hand. Another dial setting will enable 
the operator to quickly and automatically address envel- 
opes, typing each envelope to match exactly the heading 
of the letter. 

The Push-Button Dual Auto-typist is a complete, stream- 
lined desk unit of smart appearance and has been engi- 
neered for maximum operator comfort and efficiency. A 
specially-trained operator is not required. 


Commercial Controls Corp. announces an all-new Fiexo- 
writer tape recorder-reproducer. This is a completely auto- 
matic unit, which types by tape. The Flexowriter is the 
only machine combining facilities for tape perforation and 
multiple copy reproduction. It is not an attachment for 
ordinary correspondence typewriters. It is a complete unit 
specifically engineered for continuous high-speed auto- 
matic operation; provides an on-the-spot method for per- 
forating master tapes for immediate multiple copy repro- 
duction, automatically re-perforates duplicate master tapes 
when required for other Flexowriters and, at the same 
time, multiple copies are automatically produced, auto- 
matically shifts the ribbon for color change and it stops 
automatically to permit fill-ins. Flexowriter produces 
copies from the master tape at the rate of up to 600 a day 
and its automatic power typing mechanism assures the best 
possible finished copy. Errors can automatically be deleted 
in the perforated tape. 

A secretary types on the original letter or manuscript at 
her normal typing speed on Flexowriter’s electric keyboard 
and this makes, in one operation, a visual reading copy and 
a master perforated tape for multiple reproduction. . The 
tape, which may be spliced to form a loop, is then placed 
in the tape reader, a button is pressed and the quantity of 
letters, 10, 50, 1,000 or more are in production. 
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Tools of the Office q ~ 


Royal Typewriter Co. Inc.’s standard; R. C. Allen Business 
Machines Inc.’s model 


Remington Rand Inc.’s Noiseless; Underwood Corp.’s All 
Electric automatic decimal “Point-off” 


Systematic storage of letter tape becomes easy, when 
using the 3-inch square Flexowriter filing boxes. Each 
box permits the subject of the letter, name of the typist 

of the tape and the date of the tape perforation to be 
’ written on the top edges for quick location. Flexowriter 
tape is available in 1,000-foot rolls, eight inches in diameter. 

Each roll is sufficient for 100 average length business 
letters. It is specially treated to resist dampness and hu- 
midity and is tough and durable. The fact that folding 
does not injure it in any way, permits mailing for reproduc- 
tion at distant points. 

In addition to multiple copy writing, the Flexowriter may 
be used for the preparation of a single master copy for 
the reproduction of manuals, brochures, books and the like. 
It can reproduce errorless stencils, plates and paper masters 
‘from a perforated tape for duplicating machine reproduc- 
tion. 

Flexowriters come in many different type faces each 
designed to perform a specific job. Standard faces, Pica 
and Elite, are generally used for letter writing. Deluxe 
faces—Secretarial, Modern, Rogers, Documentagy, Bold 
Face and Galvin. 

Flexowriters are available in various models to meet 
specific requirements. Flexowriter Reproducer without 
punch) is used where a volume of individually typed mul- 
tiple copies are required. Flexowriter Reproducer (with 
carbon ribbon feed) where copy typed through carbon 
ribbon is desired, this unit is used. Flexowriter Recorder— 
used only where tape perforating is required, as with com- 
munication equipment. 


Ralph C. Coxhead Corp. reports that it has shortened 
its line “to a limited degree at the production stage,” but 
all models are still available. These include five standard 
models, the DSJ composing machine, and the DSJ with 
forms design attachment. Deliveries are still normal. 

Coxhead advises that its service department is currently 
bulletinizing users concerning the best maintenance prac- 
tices as ascertained by the service and engineering depart- 
ments. 
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Autotypist of American Automatic Typewriter Co., model 
No. 5060 Push Button Dual Selector 


+ 


Coxhead’s DSJ Composing Machine 


“With the Coxhead composing machine DSJ (differential 
spacing justifier with forms design attachment), the office 
typist is now able to compose an entire form—the rules, 
leader lines and typography,” the company advises. Push- 
button operation with attachments shown on right of DSJ 
pictured enables operator to obtain ruled lines to exact 
length desired after stops for such lengths have been set. 

“Return the carriage to the starting point and the next 


line is ready for ruling, whether it is a single line, a double 


line, a line of dots or a line of dashes,” the company says, 
adding that space-width between lines can be varied. Each 
DSJ type font is a complete unit in itself, having the entire 
alphabet, upper and lower case, with ligatures, fractions, 
punctuation marks and many frequently used symbols 
as well as the rules and leader line devices for forms work. 


International Business Machines Corp. reperts there has 
been no shortening in the IBM Electric Typewriter line. 
Available for purchase are the Standard IBM Electric, the 
Electric Executive, the Electric Formswriter, and the 
Electric Typewriter with Decimal Tabulation. 

Delivery dates have been extended on all models. Cus- 
tomers must have Defense Order ratings to obtain im- 
proved delivery dates. 

“We endeavor to have each user subscribe to the IBM 
Preventive Maintenance Plan assuring that his equipment 
will be inspected, cleaned, oiled and adjusted mechanically 
(if necessary), four times a year,” IBM declares. “This 
minimizes wear and tear on vital parts due to the accumu- 
lation of dust and grit in the mechanism.” 


Paillard Products, Inc., American distributors of the 
Hermes Ambassador, a standard size typewriter, and the 
Hermes Rocket, a portable machine, reports that the ma- 
chines are in good supply. These are Swiss-made type- 
writers. Among other features, the Ambassador has 4 
device for automatically keeping the area underneath car- 
riage clean as the machine is operated. 


(To page 50) 
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ays, ; Typing is easy, fast, and “letter perfect” when your 
a A stenographic staff uses IBMs. 
bols ' With IBM Electric Typewriters, they’ll turn out 
ork. ea consistently beautiful work . . . almost without effort. 

has Na They’ll finish their regular typing more quickly . . . ‘ 
= have time for other important work. 
" Isn’t it time your office, too, had IBM Electrics? 
Cus- ; 4 
‘BM 
nent 
ally _ 
This IBM, Dept. MG-1 
mu 590 Madison Ave., New York 22, N. Y. 

Please send illustrated folders on 

ae IBM Electric Typewriters. 

the 

ma- Name. a — 
~y Le Company hes 
car- 

Address___ _ 
INTERNATIONAL BUSINESS MACHINES City. —_—_State. 
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Tools of the Office 


(Continued) 


Remington Rand Inc. will be the only manufacturer to 
offer noiseless typewriters to business and industry. This 
year, that company advises, the 1952 Remington Noiseless 
will feature pressure printing control and, in addition, will 
offer the exclusive Perfect Positioning Scale designed to 
save typists’ time in figuring margins to assure neat appear- 
ing correspondence. 

Several improved features will be available on the Rem- 
ington Electriconomy during 1952. As announced recently, 
the new Remington electric offers completely automatic 
“repeat” key flexibility. For earlier models of the Rem- 
ington electric, a minor adjustment by Remington Rand’s 
Mechanical Services personnel will make the hyphen, dash, 
underscore, space bar, reverse carriage key, etc., automatic, 
resulting in considerable saving of typist’s time and in- 
creased production. 

Internal improvements on the manually operated Rem- 
ington standard machine—the Super-riter—have been added 
to assure easier, smoother typing performance. 

All Remington typewriters now feature as standard 
newly designed, injection-molded plastic key tops offering 
cushion comfort to operators. 


Robotyper Corp. says that current emergency conditions 
have imposed hardships but have not shortened its line 
of products. 

The complete Robotyper line of automatic typing equip- 
ment is still available for general office purchase: Standard 
Robotypers—models for IBM, Remington, Underwood 
and Royal electric typewriters; Carlson Paragraph Selec- 
tors; Robo-Tandem-Typers; perforators and Re-Perfora- 
tors, and Multiple Typing Units of from two to five type- 
writers. 

“Carlson Paragraph Selectors are on about 60 to 90-day 
delivery dates whereas the remainder of our line is on 
approximately two to three weeks,” Robotyper reports. 
“We have instituted more rigid inspection of both parts 
and final assemblies. Continual research is being main- 
tained and substitutions of given materials, wherever need- 


ed for improvement in the machines and lengthening of life, 
will continue.” 
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Top, from the left: International Business Ma- 
chines Corp.’s Electric; Paillard Products, Inc.’s 
Hermes Ambassador; and the L. C. Smith & 
Corona Typewriters Inc. model 


Left: A baitcry of Robotypers (Robotyper 
Corp.) 


Robotyper is described as a “mechanism that produces 
individually typewritten letters automatically; may be oper- 
ated by any typist. Letters, identical except for the address 
and salutation, may be typed to<entire lists of people at 135 
words per minute. The Carlson Selector Robotyper offers 
flexibility of form letters. A small punch card enables the 
operator to select precomposed paragraphs from as many 
as sixty. Punched card is placed in tie selector box. Oper- 
ator types the address and greeting manually, then presses 
the start button. Desired paragraphs in any sequence are 
then typed automatically. With the Robo-Tandem-Typer 
one or more electric typewriters may be hooked in series 
to a Master typewriter. Hand typing on the Master ma- 
chine automatically reproduces identical originals on the 
other units. 


Royal Typewriter Co., Inc. reports that current emer- 
gency conditions have not caused it to shorten its line. 

All models are still available for general office purchase, 
though the demand for typewriters continues to be heavy, 
with a backlog of up to two months applying for some 
models. 


L. C. Smith & Corona Typewriters, Inc., describes its 
All-New Smith-Corona. Features include what is described 
as the Colorspeed keyboard, having rimless, non-glare con- 
cave keys; a Super-support segment which gives typebars 
greater support, and the more accurate spacing of letters 
for neater page appearance. 

Other features are the Scale-scope, a magnifying window 
located in front of the carriage scale directly under the 
printing point for easier reading of scale numerals; auto- 
matic margin which allows faster setting of both margins 
with one hand; four-way ribbon control—all three standard 
ribbon positions, plus a new position for typing in the cen- 
ter of a one-color ribbon. There are other new features. 


Underwood Corp. reports “Our newest typewriter prod- 


uct is the Underwood All-Electric ‘Automatic Decimal | 


Point-Off (10 Key Key-Set) Tabulator, which is designed 
for greater production and ease of operation in statistical 
typing. It provides an efficient means of increasing typing 
production in the preparation of reports, statements, billing 
and other figure work. The ten electric tabulating keys are 
located on the keyboard just above the numeral keys. The 
operator determines the value of the initial digit, whether 
units, tens, hundreds, etc., touches that key and electricity 
does the rest. The carriage and the figure can be typed 
immediately. Tab set and tab clear keys, keyboard con- 
trolled, permit quick and easy setting up of columns for 
perfectly balanced statements.” 

A'l Underwood Typewriters are available for general 
office purchase at normal delivery. Service maintenanct 
agreements are available to all Underwood Typewriter 
users. 
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Pres-To-Line Corp. of America’s mode] 


COPY HOLDERS 


MANUFACTURERS of copy holders report their 
lines are still intact. However, deliveries are consider- 
ably extended. 

“Our deliveries have been spotty,” one company 
states, “but we have never been more than three 
months behind. Currently we are about go days be- 
hind in deliveries.” 

These manufacturers do report raw materials cut- 
backs promised for later this vear. 


Bankers Box Co. describe the Liberty copyholder as an 
all-metal, one-piece copy prop, priced at.$1.32. It is in pro- 
duction and prompt deliveries are being made. 

Made in one style and one model only. 

“So far, present emergencies have not curtailed our pro- 
duction,” the company says. “We expect a 13 to 15 per 
cent cutback for the first six months of next year.” 


Copy Right Mfg. Corp. reports that it has broadened its 
line to include the Stand-By copy holder. This model is 
12 inches high by 9 inches wide, made of all-steel except 
for rubber paper grippers and rubber bumpers at bottom. 
Has collapsible easel and a line indicator across the front. 
Stand-By is priced at $6. 

Copy Right is the name of the company’s original model 
—a front-vision, behind-the-typewriter automatic line-by- 


SA 
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line copy holder. This model comes in six sizes—12, 16, 
20, 25, 30 and 36-inch widths. Price, $31. 


Hall-Welter Co. reports that continued production of all 
7 models of the Error-No Copyholder is planned. Prompt 
shipment was being made on all orders at the turn of the 
year, but threatened further production limitation viewed 
with some appreliension because of the absence of any fin- 
ished machine inventory. 

The noiseless action of all models is especially stressed, as 
is the sturdy, service-free design and construction. Illus- 
trated is the Model 36, taking copy up to 36 inches in width. 


Pres-To-Line Corp. of America advises that its Pres- 
To-Line takes all reading material from the awkward and 
abnormal position on the side, and puts it in a natural 
reading position in back of the typewriter. Pres-To-Line 
is fully adjustable to suit each individual operator. 

Due to increased demand by Federal and commercial 
users, the Pres-To-Line Corp. of America has increased 
the size of its line to include a Pres-To-Line for use with 
billing machines and one for use with electrical account- 
ing machines. All models of Pres-To-Line are still avail- 
able for immediate delivery through distributors located 


From the left: Bankers Box Co.’s Liberty copyholder; Hall- 
Welter Co.’s Wide model Error-No; Replogle Globes Inc.'s 
model; and Rite-Line Corp.’s copyholder 
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Tools of the Office 


in the major cities throughout the United States. The 
company reports it has recently developed an improved 
clutch, eliminating the use of brass which is a critical mate- 
rial. This new clutch will increase the life of the Pres-To- 
Line and eliminate unnecessary service calls. 


Rite-Line Corp. describes its Rite-Line copy holder as 
being fully automatic, portable and adjustable to typewriter 
spacing. It is an ideal support for the stenographer’s note- 
book and can be provided with snap-on eye guide exten- 
sions for copying from wider sheets. The latest improve- 
ment is the line magnifier which is an aid in copying from 
smaller type or for making regular type look larger. It has 
been available since the first of the year. 

“We have not had to shorten our line,” the company 
reports. “All models and attachments are still available. 
Our delivery promises have been spotty but we have never 
been more than 3 months behind. Currently we are about 
30 days behind in deliveries. Our production for next year 
has been cut so we can’t see any improvement in deliveries 
but expect it to worsen.” 


Stromberg Time Corp.’s model No. 14; Lathem Time 
Recorder Co.’s model No. 3811 


Time Cloeks 


The Cincinnati Time Recorder Co., reports no reduction 
in its line of time-keeping devices. Still available for office 
purchase are the Cincinnati Clipper combination job cost 
and payroll recorder; 1000-E payroll recorder in automatic 
and manual operation models; 800 Series—payroll recorder, 
automatic and senii-automatic; the 500 Series—payroll re- 
corder, automatic aud semi-automatic, and the Master Pro- 
gram Control for coordination of clocks, time recorders, 
time stamps and other time indicating equipment. Also time 
cards racks, time cards, and automatic signaling devices. 

Delivery on most models is 30 to 45 days. 

“We are placing special emphasis on our maintenance 
agreement which is available to the purchaser of Cincinnati 
Time Recorder equipment,” this company says. 

The Cincinnati Clipper Consecutive Spacing payroll and 
job cost recorder is so designed that it is impossible for 
any registration to overprint a previous registration. 


Dorson Corp. points to two units in its line of watch- 
men’s clocks, truck records, time stamps, and other special 
time devices, which will be of interest to office purchasers. 
These are the Dorson Junior Time Stamp, and the Dorson 
Toll Timer. 

The Dorson, Jr. is a clock with an etched black and silver 
dial, an accurate 40-hour jeweled-balance movement; pa- 
tented spring base which keeps the rubber printing surface 
off the ink pad when the stamp is not being used. Slight 
downward pressure inks printing surface when impression 
is to be made. 
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Copy Right Mfg. Co.’s Stand-By model 


Replogle Globes, Inc. makes a newspaper holder which 
has had a limited sale as a business copy holder. It is 
available through book and stationery stores. 


Simplex Time Recorder Co.’s model No. 5000 


Dorson Corp. reveals one of the Toll Timer’s money- 
saving features in its application to the timing of long dis- 
tance business calls. 

“We have found one company which saves more than 
$100 a month on its long distance calls because the switch- 
board operator is time-recording each call,” Dorson reports. 
“The men who make the calls, knowing that they are 
timed, keep their phone conversations directed strictly to 
business rather than the weather, the health of their fami- 
lies, baseball scores, etc.” 

The Toll Timer makes impressions both of the start of 
an activity as well as its finish—the day’s date and total 
elapsed time in hours and minutes. Both models are avail- 
able and normal deliveries (about three weeks) are being 
maintained. 


The A. D. Joslin Mfg. Co. reports it is still producing 
the Eclipse Time Stamp in both stem set and kcy set 
models. Priority ratings are requested wherever possible, 
this company advises. - 

“Because of the increased demand for Eclipse Time 
Stamps, and coupled with restrictions of inventory on cer- 
tain material, delivery has been averaging approximately 
three weeks,” the company warns. “Formerly they could 
be had from stock.” 


February, 1952 


oa 
PO te 
fs a A 
Re 
- sie 
ike “1 ; 
cs ‘ a 
in a hy ; \ 
... q _ | MP ay pip iz se 
- 4 —— a ! it} ? 
¢ ‘ | pee oa % nny ages 7 : " XN 
2 on ae ee \ : 
ig : io —_ a eee _ 3 : 
, a te Be ral i ee an 
oa Be - i ae ” a5 bcs 
: Bi fest te mee cA Ie oe Poa ie a i oat aes 
ai F > it = 
rm | 
oh ‘ 
57 Q r MRE OT - 
hie ee epectn apache: cirtin , — 
- i: a aik> ‘ Be 4 “ ty . v py » 3 s } ee 
5 ; 5 a tem | = 
| i lO ee o a bee Ss a 
3 ‘ | + ce § a ‘t > = a To 
i |. mz ae” ie — a 38 
a : . | Seana sammie ia ae = §! , Mf 
, a eae as } i 
a 1 ee . 4 1 = 
, MMM aaa —™ ie. ~~ = i = ores | 
; STO “oan SO? ae AL , | : ice a 
a SOME ee ps im tte: bie | 
p iE ay he ; Bie bh ars i 4 + z Bt 
ay eae: Bini aando ae wie | wis 
- ie ae ol a 
a ee = = ee @ mi 
ay, * ake. ‘ eet 14 
Vee, ' 4 ‘s “Ti we ee a set 
~~ ieee a be = 
a 7. Ok, ~ | 
| — — , ty 
ter 
i 38 
- cle 
rie 
; ca 
: st 
a th 
ae j an 
ca L 
6. er 
7 
‘ae 
Ba to 
Se 
=. a . 
a rt | al 
bia di 
t " 
ak T 
. cl 
es . 
i it 
; 4 7 n 
ros n 
‘| n 
a: b 
r 
ig t 
4 See a 
ee: 
a oe 
a 
2 
a 
¢ sy ; } - “ : + re —_ 


Top row, from the left: Lathem Time Recorder Co.’s No. 

3801; Cincinnati Time Recorder Co.’s Clipper; A. D. Joslin 

Mfg. Co.’s model; Lathem’s Watchman’s Clock; Dorson 

Corp.’s Toll Timer, and meal at Machine Co.’s 
e 


The Model S (stem set) is always supplied unless other- 
wise specified. Model K (key set), supplied with two keys, 
eliminates all “fixing” of time records. The company de- 
scribes Eclipse as having a 40-hour high-grade lever clock 
movement; patented universal joint which absorbs all shock 
of stamping; and springs which lift the recording indica- 
tors free from pad when not in use. Date wheels instantly 
set for day, month, year, A.M. or P.M. 


Lathem Time Recorder Co. points out that its recorder 
line consists of two basic models. The difference is in the 
type of registration of each. One type (Model 3801) regis- 
ters by contact with the time card, while the new Model 
3871 is finger-tip controlled. Each has certain advantages. 

“Our third type of product is the Lathem watchman’s 
clock,” the company reports. This clock is the type car- 
ried by a night watchman used to record on stations lo- 
cated at various points of the property patrolled. These 
stations have numbered keys which emboss the number of 
the station and the time it was visited. This machine has 
an eight day movement, and is approved by Underwriters 
Laboratories and Associated Factory Mutuals, Inc.” 

Speaking of the time recorders, Lathem reports current 
emergency conditions have caused a limiting of production 
due to allocations of certain critical materials. The degree 
to which production will be limited will depend on com- 
ponent materials received. Currently all models are still 
available. They can be furnished to print day of week, 
date of month, with standard or continental time as desired. 

Delivery is within two to three weeks, subject to change 
without notice. 

“Special provisions for lengthening the life of the Lathem 
Time Recorder have been incorporated within the ma- 
chine,” the company says. “The main provision is in re- 
spect to overcoming friction through roller bearings used 
in the type section which has reduced the strain on the 
motor drive unit far below the load limit. As far as mainte- 
nance and care of the recorder is concerned, it is recom- 
mended that a routine cleaning and oiling every two years 
be done. This being done, the life of the machine is prac- 
tically indefinite. We lend clocks to customers for uninter- 
tupted service during the time required to clean and oil 
their clocks.” 
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Roberts Numbering Machine Co. describes its model AR 
automatic electric time and date stamp: A sensitive elec- 
tric trigger insures instantaneous operation. Minutes, hours 
and days automatically advance through a synchronized 
motor. Each impression of the brass engraved wheels is 
clear and smudgeproof. Die plates are easy to insert with 
a word roll available in place of the upper die, enabling 
any one of six different words to be instantly chosen. 

“We have not as yet found it necessary to reduce the 
breadth of the Roberts line,” the company says. “But 
should steel and personnel conditions worsen, it will un- 
doubtedly be necessary to remove several items.” 

At the present time, the entire Roberts line of hand and 
electric numbering machines, electric time stamp and re- 
cording equipment, as well as high-type typographical 
equipment of both standard and custom design, and the 
full line of rotary typographical equipment is available for 
sale. by 

“Delivery dates have been extended on most of the more 
popular items in the hand numbering machines, as well as 
the standard typographical machines, and the more popu- 
lar units of the other time-stamping and recording equip- 
ment, have been extended about a third again longer than 
would be normal,” Roberts says, adding that considerable 
work has been performed recently on the development of 
service installations to maintain and repair existing equip- 
ment, and to store parts and replacement units so that cus- 
tomers located outside of the Eastern market, may be 
properly serviced on all items of the Roberts line. 


Simplex Time Recorder Co. says the current emergency 
has not made it necessary to shorten its complete line of 
time recording equipment, with all Simplex models still 
available for general office purchase. 

“So far, we have not found it necessary to extend de- 
livery dates on any of our models,” Simplex says. 

“We have a program in effect which constantly urges 
the proper care of our precision equipment to lengthen 
the life of our product. We also furnish a service mainte- 
nance contract with each unit.” 

The Simplex Model 5000 has hand engraved phosphor 
bronze type wheels for clarity of impression and extra long 
wear; cut brass gears. Case is of heavy unit steel construc- 
tion, with a grey baked enamel wrinkle finish. Model fea- 
tures vertical or horizontal print, front of card print; two 
color registrations; direct subtraction; signal system unit, 
synchronizing factory signal system with recorder for accu- 
rate control of bells. 


Stromberg Time Corp. reports that its Model 14 Attend- 
ance Recorder is equipped with a “finger-tip triggered 
printing unit that will work every time and does not de- 
pend upon electric power to make a time record.” 

“It is a low priced time recorder, easy to use and built 
to the needs of smaller payrolls,” Stromberg claims. “The 
day to day changes are made automatically and other 
changes are set by moving the funnel. The unique ribbon 
drive provides uniform clear imprint at all times. This ma- 
chine is operated directly by a synchronous motor.” 

“Since much of our equipment is currently sold to de- 
fense related industries it has not been necessary for us 
to shorten our line nor to use substitutes, up to the present 
time. All of our models are still available, although some 
of the more popular ones are now on a ten to twelve week 
delivery schedule.” 
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Top row, from the left: 

Vogel-Peterson Co.’s Lockerette 

Berger Mfg. Div. Republic Steel Corp.’s locker 
Stansteel Equipment Co. Inc.'s Multiple Tier Lockers 


Berger Mfg. Div. Republic Steel Corp.’s wardrobe 


Appliance Products Co. as of this date are unaffected by 
current conditions. “In fact, we are currently making ship- 
ments within three to four weeks from receipt of orders on 
all Serv-Mor models in our catalog,” the company reports, 
adding that it cannot tell how long this condition will 
continue. 

Model F-42 Serv-Mor wardrobe unit, the most popular 
in the line according to the company, measures four feet 
in length, has a width of 18 inches, and is 69% inches high. 
The unit has two hat shelves with a hat capacity of 20 
total; hanger capacity of 36. The F-42 has sturdy steel 
frames, and comes finished in office grey. The hangers are 
made of 3/16-inch round steel wire, 171% inches long, and 
are plated. There is one other floor model six feet in 
length, with a capacity of 54 hangers. There are wall 
models available as well. 


Berger Mfg. Div. of Republic Steel Corp. reports “We 
have eliminated two models in our line of wardrobes, leav- 
ing four in production.” 

Ail deliveries are up to 60 days. 

“No special provisions have been made in any of our 
products for extra maintenance and care,” the company 
continucs. “We are using the same material we originally 
started with and nothing has been eliminated.” 

Berger Division also advises that it has slightly restricted 
its sine of clothing lockers. Sufficient sizes and types are 
provided for most any need. The need for D.O. ratings 
has caused delays on lockers, and has extended delivery 
dates on non-rated orders. 

“No special provisions have been made in any of our 
products for extra maintenance and care,” Berger reports. 
“We are using the same material we originally started with 
and nothing has been eliminated.” 
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Stansteel Equipment Co. Inc.’s wardrobe cabinet two- 
door, and Appliance Products Co.’s Serv-Mor F-42 


Stansteel Corp. describes its wardrobes and lockers. 

Wardrobe cabinet measures 18 inches deep by 36 inches 
wide by 72 inches high—also available in 24-inch depth. 
Double door, Yale lock in handle. Three-way locking de- 
vice, hat shelf, coat rod. Shipped knocked down to take 
advantage of lower freight charges. [Finished in olive 
green and gull grey baked-on enamel. 

The lockers are of heavy gauge steel. 
and bottom of each door. Coat rods and hooks. Yale 
flat key, masterkeyed locks. Single tier, double tier and 
multiple tier. Finished in olive green or gull grey baked-on 
enamel. 


Louvres on top 


Vogel-Peterson Co. reports its line is still intact. The 
line includes single and double space units which can, when 
conditions require, be set together for mass use. Also six- 
hanger units for executive areas and for the home. 

No. 3-U, Office Valet is 4 feet, 3 inches long—described 
as a standard 12 person section. All models come longer, 
by the foot, with the exception of the executive type men- 
tioned (No. S-6). No. 3-U is 76% inches high, and is 16 
inches wide at the base. 

Vogel-Peterson also makes a line of combination locker 
and hanger units called Lockerettes. Model 9-18 serves 
18 persons and is 9 feet long. Model 6-12 serves 12 per- 
sons and is 6 feet long. Of durable steel construction, 
Lockerette has individual hat spaces, separate garment 
hangers and individual lock boxes measuring 12 inches 
square by 15 inches deep. Lockers’ door equipped with 
hasp for lock. The unit has off-the-floor rack for over- 
shoes; leg adjustments to conform to floor inequalities; 
easily portable. Umbrella racks are available too. 
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Directory of Manufacturers 


TYPEWRITERS TIME RECORDERS 


American Automatic Typewriter Co. 
614 N. Carpenter St., Chicago 
R. C. Allen Business Machines, Inc. 


678 Front Ave., N. W., Grand Rapids, Atlantic & Shepherd Aves., Brooklyn, 
Mich, New York 
Justowriter Corp. div. of Commercial Con- Cincinnati Time Recorder Co. 
trols 1733 Central Ave., Cincinnati, Ohio 
Rochester, ‘N. Y. Dorson Corp. 


Ralph C. Coxhead Corp. 


International Business Machines Corp. 


590 Madison Ave., New York A. D. Joslin Co. 


Paillard Products 123 Arthur St., Manistee, Mich. 


265 Madison Ave., New York 
Remington Rand Inc. 

315 Fourth Ave., New York 
Robotyper Corp. 
125 Allen St., Hendersonville, N. C. 
Royal Typewriter Co., Inc. 

2 Park Ave., New York 
LC. Smith & Corona Typewriters, Inc. 

Syracuse, New York 


Kastens Co., Henry 


Simplex Time Recorder 


Stromberg Time Corp. 


Underwood Corp. 109 Lafayette St., New York 
| Park Ave., New York Time, Date & Number, Inc. 

COPY HOLDERS 298 Broadway, New York 

Bankers Box Co. WARDROBES AND LOCKERS 


720 S. Dearborn St., Chicago 
Copy Right Mfg. Corp. 
53 Park Pl., New York 


Hall-Welter Co. All Steel Equipment Co. 

42 Mt. Hope Ave., Rochester, N. Y. 117 Highland Ave., Aurora, Ill. 
Kobler & Co. Appliance Products Corp. 

81 Fenimore St., Lynbrook, N. Y. Madison, Wis. 


Pres-to-line Corp. of America 

2339 Cotner Ave., Los Angeles, Calif. 
Remington Rand Inc. 

315 Fourth Ave., New York 
Replogle Globes, Inc. 

315-325 N. Hoyne Ave., Chicago 


Rite-Line Corp. Cardinal Sales, Inc. 
1025 1Sth St., Washington, D. C. 


Art Steel Sales Co. 


Addenda —fiing supplies 


Smead Mfg. Co., makers of filing accessories and sup- 
plies, have announced an improved expanding vertical file 
which is now made in a wear-resistant material identified 
as Leather-Like. This improved case comes in all popular 
sizes—card, diaft, statement or bill, note, letter and legal. 
Has cut out tab style index on extra heavy Redrope two- 
ply top division sheets. 

Smead reports that Leather-Like is nine times more 
wear-resistant than red wallet stock; completely unaffected 
by water or perspiration; unaffected by nearly all deter- 
gents; resistant to all mineral oils, greases, and to many 
of the vegetable oils and fats so that at least in the case 
of mineral oil, Leather-Like can be cleaned by wiping or 
washing off. Ink spots can be removed from Leather-Like 
by wiping while the ink is still fresh. In the event the 
~ ho dried, wiping with a damp cloth will remove tie 


Smead also makes a correspondence sorter for desk use, 
pointing out that such a device permits instant identifica- 
tion for filing and finding correspondence and keeping such 
correspondence confidential for signature. It keeps papers 
sorted during the day for immediate reference. The sorter 
has black embossed cloth covers, black fiber leaves, cellu- 
loided index, expanding capacity of over 20 inches. Fur- 
tished in letter and legal sizes—indexed A to Z and 1 to 31. 


Smead Mfg. Co.’s expanding file (above), 
and the Smead _ correspondence sorter 
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Ajax Time Stamp Co., Inc. 
368 Broadway, New York 
American Numbering Machines 


605 W. Washington Bivd., Chicago 
720 Freylinghuysen Ave., Newark, N. J. International Business Machines Corp. 
590 Madison Ave., New York 


536-40 West 27th St., New York 
Lathem Time Recorder Co. 

72 3rd St., N. W., Atlanta, Ge. 
Roberts Numbering Machines 

700 Jamaica Ave., Brooklyn, New York 


26 South Lincoln Ave., Gardner, Mass. 


Allied Steel Equipment Co. 
15-34 118th St., College Point, N. Y. 


Art Metal Construction Co. 
Jamestown, New York 


170 W. 233rd St., Bronx, New York 
Berger Mfg. Div. Republic Steel Corp. 
E. 11th & Belden Ave., Canton, Ohio 


5631 West Madison, Chicago 


Cole Steel Equipment Co., Inc. 
285 Madison Ave., New York 
Corry-Jamestown’ Mfg. Co. 
32-40 N. First Ave., Corry, Pa. 
Equipto, Div. Aurora Equipment Co. 
Aurora, Ill. 
Gardner Mfg. Co. ' 
Horicon, Wis. . 
General Fireproofing Co. F 
Youngstown, Ohio 
General Steel Products Corp. 
1919 24th Ave., Long Isiand City, N. Y. 
Giordano Furniture Mfg. Co. 
Chartres & Royal Sts., New Orleans, La. 
Interior Steel Equipment Co. . 
2352 E. 69th St., Cleveland, Ohio 
Interior Steel Products | 
2244 So. Calumet Ave., Chicago jag 
Keystone Stee! Equipment Co. 
15 Lombard St., Philadelphia, Pa. 
Lion Steel Equipment Co. 
3070 Webster Ave., Bronx, New York : 
Lyon Metal Products, Inc. 
16 Madison Ave., Aurora, Ill. 
Midwest Metal Mfg. Co. 
1818 N. 18th St., St. Louis, Mo. 
Parker Steel Products, Inc. 
5460 Columbia St., Brooklyn, New York 
Penn Metal Corp. of Va. ae - 
50 Oregon Ave., Philadelphia, Pa. ’ 
Security Steel Equipment Corp. 
50 Manhattan Ave., Avenel, N. J. 
Standard Steel Equipment Co., Inc. 
117-20 14th Rd., College Point, N. Y. 
Supreme Steel Products, Inc., 


52-55 74th St., Maspeth, N. Y. 4 
Vogel-Peterson Co. } 
624 S. Michigan Ave., Chicago 
Watson Mfg. Co. 


Jamestown, New York 
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ASSOCIATION NEWS 


National Office Management Associ- 
ation will hold its 33rd International 
Conference and Annual Office Equip- 
ment and Machinery Exposition in San 
Francisco next May. The Conference, 
scheduled for May 18-21, will have as 
its theme “The Obligations of Office 
Management,” stressing the impor- 
tance of the office executive as a cit- 
izen, a leader, and a manager, and his 
own obligation to his profession. Sun- 
day, May 18, has been set aside as 
“Association Day” for all Chapter of- 
ficers, committees and other interested 
members. 


Va. 
Se ae 


The Exposition, scheduled for May 
19-22, has been expanded into a four- 
day affair instead of the customary 
three. It will feature the latest prod- 
ucts of all the major manufacturers 
and distributors of office machinery, 
equipment, furniture, supplies and ac- 
cessories. 

As in past years, NOMA will have 
the full cooperation of the Office 
Equipment Manufacturers’ Institute, 
the Wood Office Furniture Institute 
and the Metal Business Equipment In- 
dustry. 


The Pittsburgh Chapter of the Sys- 
tems and Procedures Association of 
America conducted a systems clinic in 
the afternoon and evening of January 
8 at the Sheraton Hotel, Pittsburgh, 


PUSH-BUTTON MULTIPLICATION 


sends figure output soaring 
EASIER-SURER- FASTER 


EASIER—because Marchant saves the 
operator at least one step in every 
multiplication problem. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
FASTER-—because Marchant’s 
mechanism operates at speeds 
ranging up to twice those of 
any other calculator. 
Since more than half of all calculator 
work is multiplication, experienced office 
workers everywhere choose the calculator that 
multiplies easier, surer, faster. The 
Marchant Man in your phone book will 


Hy, Prove this 1! a demonstration in your 
& office—call him today. 
— 


3& PUSH-BUTTON MULTIPLICATION 
d Enter Itiplicand in keyboard 


Answer appears simultaneously 
as multiplier is entered in 
Automatic Multiplier row. 


Pa. The keynote of the clinic was 
“Management Controls in the Office” 

Paul B. Mulligan, president of the 
Paul B. Mulligan Co., spoke on office 
standards; Dr. Jacob B. Blair, depart. 
ment of industry, University of Pitts. 
burgh, on human values and office 
management; and A. R. Qualkinbush, 
Remington Rand Inc., on management 
and machines. 


Office Management Association of 
Chicago held its annual reception of 
past presidents on January 17 at the 
Chicago Real Estate Board. Guest 
speaker was Kenneth B. Willett, Past 
International President of NOMA, and 
vice-president of Hardware Mutuals, 
He spoke on the subject of “Produc- 
tion in the Office.” 

Mr. Willett has been a member-at- 
large of NOMA since 1927. Always 
active in NOMA affairs, he was elect- 
ed national president in 1947-48 and 
served as chairman of the board in 
1949-50. At the International Con- 
ference in May, 1951, he received one 
of NOMA’s highest honors, the Lef- 
fingwell Medal. 


The Transcription Supervisors’ As- 
sociation of New York held its third 
Cornell lecture on January 14, when 
Miss Mary E. Tuttle, director of per- 
sonnel for RKO Service Corp., New 
York, spoke on increasing use of the 
older and disabled worker. Miss Tuttle 
is president of the Personnel Club of 
New York. During the war years, she 
served on the counselling staff of 
Wright Aeronautical Corp. In 1945, 
she became assistant director of per- 
sonnel at RKO and advanced to her 
present position as director in Oc- 
tober, 1948. 


Current problems in contract nego- 
tiations and personnel administration 
will be among the topics discussed by 
management, labor and government 
authorities at the forthcoming mid- 
winter conference on personnel prob- 
lems to be sponsored by the American 
Management Association. The confer- 
ence will be held at the Palmer House 
in Chicago, February 18-20. 

More than 1,700 personnel execu- 
tives of manufacturing, wholesale and 
retail firms from all over the country 
are expected to attend, it was predicted 
by Garret L. Bergen, divisional vice- 
president and personnel manager of 
Marshall Field & Co., Chicago, and 
vice-president in charge of AMA’s per- 
sonnel division. 


The Washington, D. C. Chapter of 
the National Office Management Asso- 
ciation heard Vice-Admiral George F. 
Hussey, Jr. (USN, Ret.), managing 
director of the American Standards 


H £ Mail this Coupon with your business letterhead to get our free 
} GUIDE TO MODERN FIGURING METHODS 
; MLLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS 0; 
MARCHANT CALCULATING MACHINE COMPANY | 


GAKLAND B, CALIFORNIA Ei : 
’ 


Association, tell the story of stand- 

ardization in the office January 15. 
Admiral Hussey discussed the pro- 

gram for the development of American 


(To page 59) 
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and only cellophane tape 
spgcially designed for commercial use! 


e’s the ‘office-worker’ you’ve been waiting for. It’s Blue 
‘ab Long-Length TEXCet Cellophane Tape...and it’s ‘blue- 
/ printed’ to do a full-time job in your office. 
It sticks to the job tighter because of a new adhesive formula. 
And a special ingredient used in production gives it ‘engi- 
neered-release’ from backing. That means practically no 
breakage. 
Specify Blue Tab Long-Length TEXCEL. ..designed for better 
satisfaction...and its long length makes it more economical 
for departments that are heavy users of cellophane tape. 


Comes in 1296” length rolls and 2592” length rolls. 


THIS STREAMLINED 
TAPE-SAVING DISPENSER 


is essential for easy and 


CELLOPHANE TAPE 
and look!... look!.. look an 


quick dispensing of 
long-length rolls. 
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SAVINGS prep 


_ 


with TEXCEL TAPE designed for desk use! 


1296” rolls of Texcet Cellophane Tape are ideal for general 
distribution around the office. Handy . . . takes up very little 
space . . . and is perfect for filing . . . for mending . . . for small 
packages. For the tape that goes a long way — specify TEXcEeL 
Cellophane Tape. 


p. TEXCEM ctor mare 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 
Also makers of a complete line of PERMACEL® pressure-sensitive tapes for industry. 
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ASSOCIATION NEWS 
(Continued) 


Standards for office equipment that 
has been going on for five years, and 
the two American Standards that have 
resulted from this work. One standard 
provides that in stating the dimensions 
of index and record cards the hori- 
zontal dimensions should be given 
frst, and the other establishes a series 
of dimensional standards for wood and 
metal desks and tables for general use. 

In answering the question, “Why, 
with all the effort and all the talent 
available, has there been such a paucity 
of results?” Admiral Hussey said, “It 
may be that the project was too 
grandiloquently conceived, that the 
ofice field where standards might be 
useful so scattered the effort that there 
was No concentration on a single ele- 
ment or on a very few elements where 
arly results might be obtained.” 


The January meeting of the Office 
Executives Association of New York 


was held at the Brass Rail on the night; 
of the 15th. This was the first forum! 


type get-together held by the OEA 
in some time, with an imposing array 
of ex-chapter presidents on hand to 
answer a steady stream of questions 
covering a broad range of management 
problems. 

Dr. Robert P. Brecht, of the Uni- 
versity of Pennsylvania’s Wharton 
School, president of the National Of- 
fice Management Association, was 
moderator for the group, which in- 
cluded David Griesemer, Babcock & 
Wilcox Co., Inc.; H. Percival Riley, 
Thomas A. Edison, Inc.; E. H. Conar- 
toe, Metropolitan Life Insurance Co.; 
Charles M. Skade, S. H. Kress & Co.; 
Elmer L. Helm, Shell Oil Co., Inc.; 
Charles Haverin, Metropolitan Life In- 
surance Co.; R. L. Forster, Ebasco 
Services; and A. J. McCrickard, Dicta- 
phone Corp. Homer Harrison, Ken- 
nth H. Ripnen, president of OEA, 
opened the meeting. 


The audience heard of the policy of 
the Metropolitan Life Insurance Co. 
toward aptitude tests. This firm has 
had a great degree of success in hiring 
because of such tests which they have 
employed for the past twenty years. 
Life Office Management Association 
supplies them. In response to a ques- 
tion on how the supervisor could 
foster interest in work simplification, 
Mr. Conarroe mentioned suggestion 
systems. It was also felt that a good 
human relations program always helps, 
and that bonus incentives are often a 
part of such a program. In the course 
of the discussion it was revealed that 
the Metropolitan is granting smoking 
ptivileges to more and more women 
employees. 


Eldridge Haynes, founder and pub- 
lisher of Modern Industry magazine, 
will talk on “The Accountant and the 
Scientific Management Movement” at 
the February 18 meeting of the New 
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York Chapter of the National Associa- first 
tion of Cost Accountants. The meet- 
ing will be held at the Hotel Bel- 
mont Plaza, Lexington Ave. and 49th 
St., New York. 

In 1950 and 1951 Mr. Haynes served 
as president of the National Manage- 
ment Council, which represents t’ + 
management societies of the United 
States at the international level. Under 
combined auspices of the Council, the 
NAM, and the ECA, he organized the 


International Conference of 


Manufacturers in 1951. 


Records Management Association of 
New York heard Roswell S. Muller, 
senior methods analyst, Metropolitan 
Life Insurance Co., speak on “What 
the Supervisor Should Understand 
About Training” as the fourth in its 
series of educational programs. The 
meeting was held at 3 W. 5ist St., 
New York, on January 14. 
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“Jones, We'd Prefer Fewer Curlicues!” 


This employer of the gay nineties tried to get a little more work out 
of his bookkeeper — and we can’t blame him very much. 150 entries 
a day in a 10-hour day isn’t what we would call adequate, even if the 
handwriting was in the very finest Victorian style. 

Today, a machine bookkeeper can make six to seven times as many 
entries. That is why working hours could be reduced and employees 
enjoy more leisure time. 

Tallman Robbins & Company have had a lot to do with improvements 
in record keeping systems. Tarco advanced loose-leaf forms are 
accepted today as standard by certified public accounts and auditors 
everywhere. 

240 different Tarco forms cover the whole field of income and outgo, 
inventory, costs, taxes, balance and analyses sheets. 

Tarco binders are the best made and their complete auditing systems 
can be adapted to any size business, using either stock forms or custom- 
printed to meet your requirements. 

Send for Catalog F-1 today and see for yourself just how extensive and 
practical is the Tarco line of efficiency Forms and Binders. 


See our Exhibit at the Chicago Business Show 
Booths 60-61, February 25 to 28 


caivicx| VORLMAM ROBBINS & CO 
i = yb, = Tarco Better Business Forms, Binders and Co-ordinated Filling 
best Forms for Equipment since 1912 


your Business. 326 W. Superior St., Chicago 10, Illinois 


New York @ Kansas City @ Indianapolis @ Tulsa e Wichita ¢ Washington 
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' The Only Folding Tablet Arm 


PEOPLE IN THE NEWS 


in 


Alfred Lippman, Jr., has been ap- 
pointed general manager of its labora- 
tories by The Commonwealth Engi- 
neering Co. Mr. Lippman was with 
the Bay Chemical Co., a division of 
Morton Salt Co., for nineteen years, 
the last twelve of which he was mana- 
ger in charge of production, research 
and development. 


D. J. McNutt, who has been office 
manager at the Rossford plant of 
Libbey-Owens-Ford Glass Co. - for 


nearly fifteen years, has been pro- 
moted to a newly created position as 


‘supervisor of plant offices, according 


to F. E. Cazayoux, comptroller and 
treasurer. In: his new position, Mr. 
McNutt will have supervision of all 
the factory office managers, and mat- 
ters requiring general office attention 
will clear through him. He will work 


‘directly under Harry B. Ryan, assis- 


tant comptroller. 


E. E; Burdett has resigned as man- 
ager of Mill “G” in Sanford, Me., ac- 
cording to C. A. Callahan, vice-presi- 
dent in charge of manufacturing for 
Goodall-Sanford, Inc. Mr. Burdett, 


A Chair Designed to Make History 


NEW 
TABLET ARM CHAIR 
that FOLDS 


will make its mark as one of the most 
useful adjuncts to portable seating 
ever devised. 


This FOLDING TABLE ARM CHAIR 
is just the thing for... 


STAFF MEETINGS 
GROUF’ DISCUSSIONS 
EDUCATIONAL PROGRAMS 
TAKING DICTATION, MINUTES, 
NOTES, etc. 
TEMPORARY SEATING 
AND WRITING FACILITIES 


The arm is an integral part 
of the chair—NOT AN AT- 
TACHMENT. It may be ad- 
justed to several positions— 


1) Raised upright to permit 
free ingress and egress. 

2) Completely lowered to the 
side. 


3) Folded flat against the 
seat for compact storage. 


Chair Available Anywhere 
Today! 


Arm. Available 


Wood 
with Seat only or Seat and Back Folds to 3” 
upholstered. ° thin. 


Write Today for Folder, Prices and Delivery 


 CLARIN MFG, 


COMPANY — 


4640 W. Harrison St., Dept. 34, CHICAGO 44, 
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who has been associated with C.K. 
Goodall-Sanford organization for th} taphone 
past two years, has accepted an exe, motion | 
utive position with the Worsted Te, 
tile Co., Inc., of Greystone, R.I, 


A. C. Spangler has been appoingi 
senior staff director for the Nation 
Office Management Association, a 


position recently established by th 
board of directors. 

Formerly director of the field ser 
ice division, the appointment has af 
vanced Mr. Spangler to the posit 
of NOMA’s number two staff 
according to W. H. Evans, executf 
vice-president of the Association. 

Mr. Spangler has been in charge of 
directing NOMA’s Annual Interm. 
tional Conference and Office Me 
chinery and Equipment Expositions fr Gale and 
the past five years. His new responsi vice- 
bilities as senior staff director will con} titector 
tinue to include the direction ff'tions, a 
NOMAs’ Conference and Expositiong*™simeer 
activities, the advertising program d In ma 
the “Office Executive” magazine, and Woodbri 
the association’s new Business Equip 1951 sal 
ment Directory. Currently, he is d- 951 pro 


A. E. 


recting plans for NOMA’s 33rd Inter} reaking 
national Conference and Exposition, 


to be held in San Francisco next May4 Direct 
Machine: 


In addition to his NOMA promo 
tion, Mr. Spangler was recently elect 
ed vice-president of the National 
sociation of Exhibit Managers, af 
serving on the group’s board of 
rectors. 


H. T. Rowe, advertising mana 
International Business Machines C 
has accepted the chairmanship of 
Industry Division for the 1952 
Scout Fund Drive of Greater N 
York, it was announced by William 
Berchtold, chairman of the Business 


men’s Committee. TJ. 
Last year Mr. Rowe served Scout: slected 1 
ing as assistant chairman of the It oe 


dustry Division. ious! 
With the Dawn Patrol Breakfas! Mr Ww 
on January 9 at the Waldorf-Astori Ne 
the drive was officially launched. Two, ‘lt 
million dollars is the goal. One mf, 04° 
lion will be used for program expat  Watso 
sion for the thousands of New Yoth watinue 
boys who will become Scouts in 195}, . 
and for training adults in Scout leader 
ship. The other million will be use : 
to acquire new campsites, also to malt}, Shiver 
tain and generally improve presetl fice prc 


ee... nnounce 
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Doubly Reinforced 
4 wood Seat and Solid 
; 
’ ae a 
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C. K. Woodbridge, president of Dic- 
. 4,1 wphone Corp., has announced the pro- 
exes, motion of four executives: Frank M. 


Cut copy-checking 
...Use your photocopy machine 


When reports or records are copied manually, copy-checking _ 
is usually necessary—which adds to the expense . . . but still 
doesn’t eliminate the possibility of errors. ce meena 
The solution is simple: Let 
your photocopy machine serve 
all departments. Then. the 
need for costly manual tran- 
scription and copy-checking 
is greatly reduced ... and 
100% accuracy is always 
assured. And, what's most 
important, you'll be 
dollars ahead. 


F. W. Roberts 


"ge of 
terna- 


Ma 
>\Gale and A. E. Diem have been elect- 
ns for 
vons{td vice-presidents, A. Donald Brice, Kodagraph Contact Paper 


A. E. Diem A. D. Brice 


jdirector of advertising and public re- : 
he lations, and F. W. Roberts, director of This pated pope: is made by Kodak 
ssitionftmgineering and research. for use m all types of contact 
1m off In making the announcement, Mr. photocopiers. It reproduces all 
» anijVoodbridge said that the company’s documents in dense photographic 
ee Sees CAEN ANS set blacks, clean whites... with new 
+ di profits approximated the record- f r y-eah lage P 
oy breaking earnings of $1,175,135 in 1950. sparkle and legibility. And it’s 
sition easier, more economical to use— 
-May{ Directors of International Business no more split-second timing or 

Machines Corp., New York, have trial-and-error testing. Order 


it .. . and see for yourself. 


[Kedagraph Contac? Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


Mail coupon for EASTMAN KODAK COMPANY 
= a Pia free oem Industrial Photographic Division 
+ elected Thomas J. Watson, Jr., presi- Rochester 4, N. Y. 72 


dent of the corporation. He was pre- . * i 
avis Ti iesive eice-oresidees. Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 


oo Mr, Watson succeeds John G. Phil- duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


PP, who was elected vice-chairman of 
fi nit he board and chairman of the execu- 
expen ve and finance committee. Thomas Department 
Yor - Watson, Sr., chairman of the board, 

OMtinues as chief executive officer of vetesnd 


Name 


n 1952) 
leader- — 
Theron A. Smith has joined the staff oo “0 dalk 
std we Stivers Office Service, Chicago, as State eer 
ofice production manager, it has been 
‘ounced by Clifford L. Stivers. Mr. ; j | 


" 195) 
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PEOPLE IN THE NEWS 


(Continued) 


OF MODERN OFFICE 
EFFICIENCY 


Wiltshire Modern by Imperial sets 

the style for modern office efficiency 

in many of the smartest-looking offices 
in America's business. 


In addition to the Wiltshire 
Executive desk illustrated, 
this line includes a handsome 
Conference desk, Secretarial 
and Clerical desks, 
Consultation desk and 
modern functional tables, 
bookcases, etc. 


Your Imperial dealer will be 
glad to show you the 
Wiltshire line... and 
acquaint you with its 

many space-saving, 
work-saving features. 


WRITE FOR Office Planning 
Kit, including floor space 
graph, cut-outs for 
furniture and 

decorating hints. 


Cc. 


He 


desk company and s 


EVANSVILLE 7, INDIANA 


ALL-PURPOSE BUSINESS 


“ot 


= dle space blmost all gonel* - | llthe s 


ane 


Smith has served as purchasing agent 
and assistant to the secretary with 
Underwriters’ Laboratories, Inc. 


Charles D. Hilles, Jr., has been elect- 
ed a director of the Royal Typewriter 
Co., New York, according to Allan A. 
Ryan, chairman of the board. Mr, 


D. Hilles 


fi 


Hilles is vice-president and secretary 
and a director of International Tele- 
phone and Telegraph Corp., and an 
officer and director of a number of its 
affiliated companies. 


is also a director of the Beek- 


man-Downtown Hospital, a director 


ecretary of the American Cancer 


Society, a director and treasurer of 
the Rip Van Winkle Foundation, and 
a trustee and chairman of the execu- 
Z tive committee of Lingnan University. 


Paul E. Carr, executive vice-presi- 


—— 
batter hurry! le 


of Miss Edith Jay as assistant director 
of the design and styling division of 
the company. Miss Jay, who attended 


of Goodall Fabrics, Inc., New 
has announced the appointment 


chool of Applied Design in Mu- 


, | nich, Germany, and the Pratt Institute, 
where she studied industrial designing, 
will assist H. Eugene Frost and be 
directly concerned with the styling 
and coloration of all prints. 


The board of directors of the Wau- 


~— SHOW for 1952 ii i ; . "4 |kesha Motor Co., Waukesha, Wis., has 


announced the election of Charles E. 
Nelson, Jr., as a director of the com- 


oe ee i= 


president in charge of production, is 


Mr. Nelson, who is also vice- 


trial purchasing and production fields. 


ke emg Eq ; widely known in management, indus- 


for complete information, write: 


National Office Management : 
Ze Association 


OFFICE MANAGEMENT AND EQUIPMENT 


He entered the Waukesha Motor Or- 
ganization in 1929. Mr. Nelson is past 
president of the Milwaukee chapter of 
the National Office Management As- 
sociation, a member of the Milwaukee 
Association of Purchasing Agents, 
and a member of the Army Ordnance 
Association. 


(To page 64) 


Duplicating machines of all types will 
be featured in the Equipment Roundup 
feature in OFFICE MANAGEMENT 
& EQUIPMENT next month. 
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B days 7 
EIDESIGNERS 
a =| DRAFTSMEN 
with 
n er EXPERIENCED ON 
| PRECISION OR AUTOMATIC 
MACHINE DESIGN 
lect- INTRICATE MECHANISMS 
riter e e RADAR EQUIPMENT 
n A. COMPUTING MECHANISMS 
“! WhO MUST deliver miracles Sect: 
Must have minimum of 6 to 10 years’ 
aes Pee hg oem 5 years’ 
Must ave misionm of 8 yeere 
s + J . . . 
in today’s tight—and growing tighter—labor market DRAFTSMEN 
wiring Giagrams, etc” Bring sample. 
The squeeze is on, but lessons learned “the last time” can serve THESE ARE NOT 
you well today. TEMPORARY POSITIONS 
Here—in a book that’s yours for the asking—are dozens of — 
proved-in-use ideas for personnel administrators: How to inven- Apply Tues to eo pee PM 
tory your manpower. How to match available skills to expanding ee ee ; 
job requirements. How to spotlight weaknesses. How to main- 2 , 
tary Nat bp ; m! ELECTRONIC 
‘ele- tain required records efficiently. How to increase overall prod- » 
| an uctivity. In short, how you actually can work wonders under =f ENGINEERS. 
7 today’s difficult labor market conditions 
y ; ites ’ OPPORTUNITIES EXIST 
eck- Send today for Remington Rand’s informative 88-page book Rs Ng esr 
ctor “Personnel Administration—Records and Procedure.” You'll find peaauieaapebactpmerts ss 
_ it packed with authoritative facts on these vital subjects: ¥ ppemed 7)  Temeed 
je ne COMMUNICATION EQUIPMENT { 
ecu Application Forms and Procedures . . . simplified. Faster screening A mites Fee Cw ‘ 
~ of applicants. Cutting red tape. ea ie 
ob Analysis... matchin le to jobs...time-saving techniques. na 
resi job Analysis... ee 8 4 THESE ARE NOT 
~ Identification Practices . . . spotting misfits and poor security risks. TEMPORARY POSITIONS |. 
nen 
1” Employees History Records . . . signaling of the facts that affect merit BlApply Tues to Sot, 9 AM-3.PM 
ded ratings, job transfers, promotions, wage adjustments. ALSO WED TO9 PM 
Mu- Payroll. .. manual and mechanical systems for handling payroll = 
tute, , : 
ie economically. 5 ENGI 
ibe You're busy. That’s all the more reason why you need new, isl ES] 
ing better systems and methods now. Rush the coupon today. fs D 
. ls 
3 E |. 
rat sialic lesan apeah ta SS a. 7 
i’ A 
dus- | Mfemington. Fland. 
elds. ome 
Or- 1 Management Controls Division, Room 166] J 
y 315 Fourth Avenue, New York 10, N. Y. 
As | Please put me on your list for a free copy of | 
ukee | “Personnel Administration” (X521). | 
nts, 1 | 
se | KARDEX VISIBLE for personnel facts at a glance | ‘em 
This Employees’ History Record shows how Kardex helps so many person- Firm | 
nel men “cut corners.” The signals in the visible margin tell you all the facts Add | 
you need to know fast —at a glance! For the book that shows all the impor- I 1 
wil | tant proved-in-use personnel records, send the coupon today or phone the I City Zone___ State 1 
= nearest Remington Rand Business Equipment Center. 4 } 
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Motivation 


(From page 23) 


discipline, and self-energize themselves. Very few 
executives operate at this level. Typifying this level 
of motivation are those companies which recruit per- 
sonnel on the basis of glowing advertisements of the 
opportunity which is to be had if a man takes the job. 
Unfortunately, all motivation ceases with that adver- 
tisement. One has only to look at the record to see 
what happens; there is a constant cycle of hiring and 
firing of employees which goes on ad infinitum. Re- 
member, however, rare is the employee who does not 
need some personal attention! 

At the level of mediocrity, employees are still not 
handled as individuals but certain factors which do at 
least motivate employees in a cold, mechanical man- 
ner are given consideration. Employees are provided 
with reasonable job security. In turn, management 
sets certain official or unofficial minimum standards 
of performance. The employee soon learns what the 
standard is and produces that minimum amount of 
work. 

Also at this level, the employee is given satisfactory 
working conditions. The working atmosphere — such 
as a well-lighted office, comfortable chairs, and prop- 
erly painted walls — have an effect on a worker's 
morale. But things of this nature are secondary as 
compared to the psychological factors which make an 


here’s a 
free book 
you'd be 
willing to 


“4 
4 
or 
a: 
is 
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®@ details of design 


Production Orders, Stock With- 
drawals, Material Transfers, Rejection 
Reports . . . many of the forms you 


might use in your factory . . . are cov- 
ered. For each form deve's a whole V VE @) P, D) = N 


page devoted to its layout; another 


OF 
tells what, where, why, and who uses ae 
is other pages give distribution and ~HOLLAND. MIC H. 
esign. 


In other words, if you want to know 
something about production forms, 
you can find it in this book. 


Many years’ research on thousands 
of forms are behind it 

Yet Uarco offers this book free! Why? 
Just to help you understand the use of 
these important forms. For in that way 
can you buy them intelligently . . . 
hence gain the real efficiency that the 
right business forms can give you. 


ae 


: . Pin this coupon to your 
LARCO Bees ss 
INCORPORATED free copy, today! 


No. 1260 Davenport—Size: W80" D36" H33" 


GENUINE LEATHER FURNITURE ic 
‘ 


Factories: Chicago; Cleveland; 
Oakland; p River, Connecti- 
cut; Watseka, Illinois—Sales 

epresentatives in all principal cities. 


UARCO INCORPORATED 
Rm. 1620. 141W. Jackson Blvd. 
Chicago 4, Illinois 


In several attractive designs, combining excellent tailoring, finish, and appear- 

ance with sturdy construction to give years of satisfaction. Only leather lends itself 

. to such a varied manner of decoration in the upholstering of high quality furni- 

ture. And only Worden craftsmanship adds the touch of real comfort that makes 
these products such a welcome part of every office. 


Please send my copy of the Encyclopedia of Our davenports and chairs are available for any size space. They can also be 
Production Forms. custom made to your specifications. 

NBO. 60 svcccsdcvcecesdocescccccesscocococe For particulars or literature, write... 

Be soneveceensted PIM. ccccsccccesecece - 

Se ERS The Worden Company = 
GAN cavennsevced City & State. sssecseses 200 East 17th Street ¢ Holland, Michigan 
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neuer "Eye Comfort” desk top 


@ Here’s the latest in ‘round-the-clock working . 


" 4 - ™ i 
comfort. Berger’s new, light, “eye comfort” desk top | cuts contrast i .% 
blends softly with papers, offers no harsh contrast, | : ¥ 
rests your eyes. ‘ 


This Berger Executive Conference Steel Desk is built 
for the big boss . . . and shows it in every inch. A 


\ \ 
big and brawny beauty—with “eye comfort” top: > | 
overhanging graceful, tapering pedestals a full nine eases p e S all 
inches at sides and back—it allows time-saving ™ = 
conferences right at your desk . . . in comfort. . 


New. design offers knee-and-leg-room aplenty. New. 
locking convenience. Easy-gliding, full-opening, 
dust-proof drawers. Trim, smart, lower lines. Lasting 
beauty of modern platinum gray, rich walnut and 
mahogany wood grain finishes. 


Your office furniture dealer is proudly showing 
the all-new Berger 5000 Series Steel Desks and 
Matching Tables now. See them, soon. Or, write us 
for descriptive literature. 


BERGER MANUFACTURING DIVISION 


REPUBLIC STEEL CORPORATION 
1038 BELDEN AVENUE CANTON 5, OHIO 


STEEL OFFICE 


 1@ EQUIPMENT 
as ees, ® 


TEEL DESKS AND TABLES © VERTICAL STEEL FILES * STEEL STORAGE CABINETS 


— STEEL WARDROBES + STEEL ROOK SHELF UNITS 
952 February, 1952 OFFICE MANAGEMENT AND EQUIPMENT 65 


7 


—— a 


. = 2 Se . Se oii. , a eee j oa a a er SS 2 ae 
a : re 
ee 
ane } 
ee | 
ee - 
— 
: 7 
Z ; mare? 2 =: : x 
-— sic eS 
q ers a ele i ee Pin eee es ’ a @ | oa Cae gy rg sy 
: i ey . ; Pg tee ose ae 
es ba us ee t : a Ee i +f F 
gc: At pias Snes ¥ at ee ee F Od 4 
Cc. BN Sell . ae 
es Seat ‘~~ ee ; 
“Ne — f => P “ F t ee 
“peer ole he: ‘ ee a s “1 
pk , é co | a a = 7 
tae fs Mgt: OM eT eo . 
ee . — el _ 
LS € — > 
7 ‘4 F. me ren, a ans F F a 
a . - * =~ ae 
27 cf ’ oe He x “e ? ee 
iis £ ; Bis : : < 
bul a Nr rd , : : a a 
REPUBLIC NS 2 
_ Tv} 
STEEL | eae “SA “he : 3 ey he 
a ¥ r : or : ‘ : < i : 
self bat ae “SS ; — 
: ~~ Pe Po ea 
e ee ae . 
: "4 a ‘ 
* 
9 | 
' ‘ : 
‘ 
* 
¥ a Pe as oie i, a - r ae a. wi a oe s = 0 — 


Write 
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nearest 


dealer 
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Taylor 4811!¢HR 


Advantages of Posture plus 
Headrest Comfort. Cushiony 
soft Foam Rubber seat, arms 


and headrest . . . contoured 


adjustable back. 


The‘Iaylor Chair Company 


BEDFORD, OHIO, U.S.A. 


employee tick. Thus, at the level of mediocrity, th 
working relationship between an employee and his 
superior is largely impersonal and sterile. 

Now, let us turn to those urges which really mak 
an employee tick — those things which provide for, 
continuous, personal working relationship between 
employee and employer. 

The first factor is the removal of work retardany 
of either a physical or mental nature. An employee 
cannot do his best work when he is in poor physical 
health. This does not mean a socialized medical pro 
gram has to be provided, but you can encourage o 
make it obligatory that employees have a physical 
checkup every six months. Mental retardants due to 
worry should also be removed. For example, a girl 
working in one office had the sole. responsibility of 
supporting a family of seven. When her department 
head obtained a job for her brother and her father, 
this girl’s productivity rose significantly. 

Next, at the level of aspiration, the prestige which 
every worker desires must be provided. A. part—yes— 
is giving titles to people, but prestige is more basic 
than mere titles. Prestige is a feeling that you havea 
satisfactory way of life. Often people do not want a 
better way of life, as you might: ordinarily expect; 
therefore you have to encourage them and éducate 
them to want more things so they will work harder to 
get them. On this point, let, me stop here to underline 
my philosophy — selling the American way of life by 
means of contributions to advertisements is .all right 
but it just does not go far enough. Every executive 
must go further and make each employee realize that 
he is being provided with the means for a high stand- 
ard of living. 

Some power is desired by every worker — that is 
the right to make decisions. Employees like to feel 
they have some self-determination. They do not want 
to be like puppets on a string. 


OvporTUNITY 


Still another factor of motivation is opportunity. 
One aspect of opportunity is to demonstrate to em 
ployees that those who are best qualified are the ones 
who are promoted. Still another aspect is to assure 
each employee that as he becomes more productive 
he will receive commensurate increases in his pay. 
Give individualized training to each employee. This 
training for some should be constructive help which 
will help the individual do his present job better; for 
others it is preparation for an executive position. 

Every employee, though, can be provided one type 
of opportunity. What brings back the flush of en 
thusiasm to each of you? It is the thought of the 
obstacles which you had to overcome to get where 
you are today. Provide challenges for employees and 
as they meet them they are happy in the aceomplish 
ment of an objective. Many difficult-to-handle em 
ployees get that way because they get no attention for 
the performance of routine activities. 

This last point brings us to another basic desire — 
recognition and praise. When an employee has done 4 
good job, tell him or her so, preferably before others. 
Make the praise specific if you want workers to repeat 
such outstanding work performances. 


(To page 68) 
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Two wonderful complete ALL-IN-ONE “officette” 
‘units—all your records kept under safety com- 


bination lock and outside lock keyed section. 
EXTRA LOW PRICED!!! 


LITERATURE AVAILABLE 


art steel sales corp. |§ new york 63 n. y., U- Se Ge 
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(From page 66) 


The highest level of motivation is the level of com- 
mitment. A truly motivated, energized employee is a 
committed employee. 

Committed to what? 


First, an employee must be committed and loyal to 
the firm for which he works. The fact that an em- 
ployee has worked for your company ten years does 
not in itself mean he is loyal. Loyalty is something 
which comes through indoctrination and years of con- 
tact. Executives cannot make certain promises, profess 
certain ideals, and then obliquely take actions which 
are counter to those promises and ideals. 


An employee must be committed not only to the 
firm but also committed to his job. Too many em- 
ployees have not been told how they fit in, the impor- 
tance of their job, the contribution which they are 
making. Employees like to know that their job is pro- 
ductive. Too many employees really feel beneath their 
job, they take a job as a stop-gap until something 
better comes along, but often that “something better” 
never ‘materializes. A halo must be put around every 
job. 

A fully committed employee must be committed to 
his superior or superiors; that is, he must have con- 
fidence and respect in his superior. Employees suggest 
these common dissatisfactions with their bosses: 


(1) His superior attitude, referred to in such terms 
as “domineering,” “dominating,” “cocky,” and “ego- 
tistical.” 


(2) His failure to treat each employee fairly — 
some employees always given all the breaks. 


(3) He is pessimistic and grouchy. 
(4) He is a slave-driver. 

(5) He is a glory grabber. 

(6) He is negative and fault-finding. 


The supervisor who wants to get top performance 
from his employees must have an understanding atti- 
tude. A manager of men and women must consider 
himself as a switchboard for ideas, representing top 
management to the employee but in turn represent- 
ing the employee to top management. 

To put what I have said in capsule form, good 
morale is a mental attitude which leads individuals 
and groups to subordinate willingly their personal 
objectives — at least temporarily and within reason 
— to further company and departmental objectives. 
To get this kind of mental attitude, top management 
must plan and organize for morale development. 
Employees then must be motivated by giving proper 
emphasis to the following morale factors: job security, 
satisfactory working conditions, removal of work re- 
tardants, prestige, power, opportunity, and praise. 
The fully motivated employee is committed to the 
firm for which he works, committed to his job, and 
above all to his confidence and respect in his superior. 

My final plea is personalize, individualize, human- 
ize your relationship with employees, and you will 
find it will increase worker productivity im- 
measurably! 


New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
wey 9 A complete line of moisteners to fit any 

1 


need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 
as time. 


DePENdable 


Capillary-Action 
Handipen Desk Set 


Fountain Pen Set 


Ideal 
Moistener 


Capillary-Action 
Handipen Desk Set 


SELF-CLOSING INKSTAND CO.,, 122 sengbusch sidg., miiwavkee 3, Wis. 


68 OFFICE MANAGEMENT AND EQUIPMENT 


February, 1952 


x ee ee 

*. % 4 
. 7 

oe 7 
/ 

i 
- the 
oe SEIS OS a eee RMT 
on . \ tific 
ai Jmprow? %. ALL 
% Efficien oo) Ty * reac 
: 4 ] A) | i, ~ wee 

ia offee eB i i ’ | oa 
"i ci ily \ "eo TE 
J Songer tere ng y= i: 
ff enlire "2 oney For? \ a sy om 
_ \\ 2 Fime- and ols ; a - 
2. \\F office Fe | - So, 
Fi 3 mT — i Dist 
79 me a as'\ , ie cral 
* / ei atin A 7s Desk 3 > K - . 
a ™ +. ¥ 

Pe Ot ia ae pa 

~~ . age Ne bo 
3 a mae al im 

nef ee ae ime i 
¥ k = ses ¥ 

ei wm 
. fq 
1 a } 
fa 7 


?- 


he 


Engineered. \ JAYS TO BETTER BUSINESS [JQ 


re] CANT] PLAN 
the ORIGINAL modular office 


RENT-FREE FLOOR SPACE is saved for expanded 
use by TECHNIPLAN Modular Office Sys- 
tem, with space savings ranging from 18% 
up to 43%. 


WORK EFFICIENCY is increased by the scien- 
tific %-turn working position, which makes 
ALL working surface usable, within easy 
reach, without waste. 


JOB-FITTED FACILITIES are provided for each 
work station’s particular needs. 


TECHNIPLAN standard units are interchange- 
able. They interlock to form any desired 
combination or arrangement. Rearrange- 
ment to meet changing needs is readily ac- 
complished without special tools or skill. 
So, TECHNIPLAN is always complete— 
never final. 


DISTINGUISHED APPEARANCE results from finest 
craftsmanship devoted to quality woods, 
finished in rich walnut; smartly modern. 
GET THE FACTS—use the convenient Check 
List Request. 


TECHNIPLAN, and 4000 other ways to better 
business, originate with Globe-Wernicke, 
and are sold and serviced by dependable 
G-W dealers, listed in classified ‘phone 
books under “Office Equipment.” 


and Visible Records 
February, 1952 


TECHNIPLAN components are de- 
signed te true modular standards. 


sa Car ee oor Pes a oh 
Be 2S Se Me Sales ees 
: Feta mic! 
? ‘ 


Innumerable combinations afford 
flexibility to meet all conditions. 


eS ; . p 


» ; 


ay come aoe to 

provide full or semi-privacy. 

CHECK this LIST for 
wanted information— 
promptly furnished : 

[_] TECHNIPLAN Facts 

[_] Modern Filing Methods 

[_] Visible Record Facts 

[_] Special BIG Papers System 


Check above, attach 
to your letterhead— 
and MAIL—TODAY! 
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A NEW ERA IN 
OFFICE MANAGEMENT 


We’re pretty proud of TECHNI- 
PLAN (shown in the advertisement 
appearing on this page)—it’s an 
entirely new system of modular 
office furniture developed by G/W. 
It’s the biggest advance in function- 
ally designed office furniture since 
the days of the roll-top desk. A 
Techniplanned office means more 
efficient business. It saves high-cost 
office space—increases efficiency be- 
cause it is planned for your office— 
your flow of work. 


Techniplan is ‘‘modular” — 
basic desk and partition units 
areinterlocking. Extremely flex- 
ible—they fit almosi any space 
or work requirement—can be 
quickly arranged to best solve 
your problems. 


Smart, beautifully styled, Techni- 
plan does things to the appearance 
of your office. Makes it a place that 
creates customer and client confi- 
dence. A Techniplanned office is 
truly a place of functional beauty. 


We think Techniplan is proba- 
bly the most exciting and prac- 
tical development in the office 
furniture field in several gener- 
ations. It solves space and effi- 
ciency problems for today’s 
business. 


If you’re interested in a more at- 
tractive—more efficient office, call or 
write your local G/W dealer or write 
direct to The Globe-Wernicke Co., 
Cincinnati 12, Ohio, for our illus- 
trated Techniplan folder. 
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Mais non! (But no!) Leave it to the French for smart, 
smooth finesse in making mistakes oblivious that might other- 
wise appear obvious. Leave it to your office workers to do 
the same. Smart folks the world over know that Weldon 
Roberts Erasers correct mistakes in any language—so 
smoothly that they’re completely oblivious. That’s why you'll 
appreciate the erasers in this world-famous line. 


2020 MASTER PINK— 
-. sized, soft 
nk super- 
gene of tent ellip- 


ng; for drawing and 
for general use, 


399 TRI-PLY—The original, superior, 
3-layer eraser for ieaiie. Two outer 
plies of red pencil-rubber for smooth, 
clean erasures on originals and car- 
bon copies; center ply of soft gray 

eraser for a single letter or a 
complete line. 


Be sure to ask your stationer 
for Weldon Roberts Erasers. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 
World’s Foremost Eraser Specialists 


: Rovers 
Eran 


Correct Mistakes in Any Language 
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aluminum 
chairs 


WHO'S WHO 


The list of users of FINE-REST chairs reads like a 
“who's who" of American business and industry. 
These prominent concerns have become successful 
by giving top value when they sell, and by receiving 
top value when they buy. 


That is why so many houses buy the best—that is 
why they buy FINE-REST. 


“America’s Standard of Business Seating” 


wr : 
ALUMINUM SEATING 7 ogpetalion 


Disthibuler Mernororitan W. ¥.'& extort Distiuedron 
February, 1952 
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COMING EVENTS 


TE 


National Association of Purchasing 
Agents 
oaine 11-12 
General Office Buyers’ Group 
Annual Mid-Winter Conference 
Midston House, New York 


American Management Association 
February 18-20 
Mid-winter Conference On 
Personnel Problems 
Palmer House, Chicago 


Office Management Association 
of Chicago 
February 25-27 
Annual OMAC Seminar and 
Business Show 
Conrad Hilton Hotel, Chicago 


Life Office Management Association 
Conferences 
May 26-27, 1952 
Broadmoor Hotel 
Colorado Springs, Colo. 


September 22-24, 1952 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


May 25-26, 1953 
New Ocean House, Swampscott, Mass. 


September 21-23, 1953 
Netherland Plaza Hotel, Cincinnati, O. 


British Industries Fair 
May 5-6 
London and Birmingham, England 


National Electrical Manufacturers 
Association 
May 6-9 
4th International Lighting Exposition 
Sponsored by The Industrial and 
Commercial Lighting Equipment 
Section, Cleveland Auditorium 


Controllers Congress 
of the National Retail Dry Goods 
Association 
May 26-29 
Annual Convention 
Hotel Roosevelt, New York 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


(To page 72) 
February, 1952 


...counts 


coupons, tags, 
currency, 
checks, tickets, 


transfers Ip 


\, Want something 
counted?.. 


Used to take Opal hours to count the coupons 
that came in the morning mail... even at that, accuracy 
to the nearest ten. was considered right on the nose! 

.- But then the firm got a Tickometer counting machine, 
and now Opal’s finished in a matter of minutes... 
not only counts all the coupons in the place, but all the 
currency on hand in the accounting department plus 
checks. The new Tickometer optionally does rubber- 
stamping, marking, endorsing, too. 

Does your firm have something that should be 
counted and/or marked fast, accurately, automatically? 

..Get all the facts on a Tickometer!—a machine that 
handles up to 1,000 paper items a minute... five to 
ten times faster than manual methods... feeds and 
stacks automatically... records and imprints both 
full and partial runs ...never makes a mistake! 


Saves time and trouble wherever accurate 
counts are needed, in thousands of stores, banks and 


businesses ...Call the nearest Pitney-Bowes office 
or send coupon below for illustrated booklet ...now! 


Ea Pitney-Bowes 


©) TICKOMETER 


Counting & Imprinting Machine 


PITNEY- BOWES, INC. 
2921 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer booklet to: 


Name... 
DUPM..........-.:ilaag aan aint ended tla iced 
Fn NEES SIE NEL ELE MN ETE EME 8S 
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THE OLDEST PENCIL FACTORY IN AMERICA 


COMING EVENTS 
(From page 71) 


Accounting Division 
of the Association of American 
Railroads 


June 10-13 


58th Annual Convention 
Book-Cadillac Hotel, Detroit 


National Office Management 
Association 
1952 Activities 
7 


February 7 


Chattanooga Office Management 
Workshop 
Chattanooga, Tenn. 


February 11-13 
Bury Letter Writing Clinic 
Dallas, Tex. 


February 25-28 
Chicago Seminar & Business Show 
Conrad Hilton Hotel 


March 29 
Fifth Annual Business & Education 
Seminar 
Lancaster, York and Harrisburg 
NOMA Chapters 
and Elizabethtown College 
Headquarters at Elizabethtown College 
Elizabethtown, Pa. 


April 18 
Methods Clinic 
New Orleans, La. 


April 22-23 
Methods Clinic 
Dallas, Tex. 


April 25-26 
Area 2 Conference 
Chafonte-Haddon Hall, 
Atlantic City, N. J. 


e 
May 18-22 
NOMA’s 
33rd International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Fairmont Hotel and Civic Auditorium 

San Francisco, Calif. 


How to guard against forged checks 
and how to detect counterfeit bills is 
told in a pocket-size folder just issued 
by Safeguard Corp., manufacturer of 
Safeguard Checkwriters, Lansdale, Pa. 
The folder is available upon request to 
the company. 
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. BUSINESS 
STANDARD STOCK FORMS 


CARBON-INTERLEAVED SNAP-APART SETS 
BILLS OF LADINGD 


CHECK INVOICE SETS 1 
LIST PURCHASE ORDER SETS [9 
AND SALES ORDER SETS 
WRITE RECEIVING REPORT 
FOR > REQUISITION FORM 
SAMPLES | CORRESPONDENCE SETS 9 
AND W-2 TAX FORMS [J 
PRICES | NEW! VISITOR PASSES [ 


\ For Manufacturing Plants 
IMPRINTED WITH YOUR NAME, ETC. 
10 DAY SHIPMENT—LOW PRICES 


ALFRED ALLEN WATTSCO.. Inc. 


216 William St., N. Y. 38, N. Y. 


Plants: New York City, 
Newark, N. 4., Belleville, N. J. 


His business paper .. . of course 


No man who takes his job seriously 
takes his business paper lightly. The 
Best Informed Men in your Field read 
every issue . . . straight —— They 
can’t afford not to. Matter of fact, who 
can? You need the continuous touch 
with facts, news and “how-to” that only 
your business paper provides. Cover- 
to-cover reading makes you one of the 
Best Informed Men in your field, too. 


Office Management and 
Equipment 
The Office Executives Own Magazizne 


212 FIFTH AVENUE NEW YORK, N. Y. 
A Geyer Publication 


Or e of a series of ads prepared by 
T4E ASSOCIATED BUSINESS PUBLICATIONS 


February, 1952 
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KEEP YOUR FINGER ON THE PULSE OF YOUR BUSINESS 


Your records are the life blood of your business. Upon 
their efficiency depends the success of your enterprise. 
Inventories, sales, production and other records must 
be watched and checked, quickly and accurately. 

This is a job for Victor Visible Record Equipment, 
the system that will handle your records more efficiently 
and up to 50% faster than any blind filed method. Victor 
Visible gets to the heart of your records by concentrat- 


® ing all the vital information on a visible margin. Here, 


pertinent facts are vividly signalled for your attention. 
They are easily seen and can be quickly referred to and 


analyzed without reference to the body of each card. 
With this system you can survey up to 60 accounts or 
items in a matter of seconds! Think what this means 

..at a single glance you get the overall picture of 
trends and conditions that enables you to keep an ever 
present finger on the pulse of your business. 

See your Victor dealer today. He’ll be glad to show 
you how most active card records can be transferred to 
Victor Visible without rewriting. You'll save money 
in the long run by investing now in a more efficient 
record-keeping system for al] your business records. 


THERE’S A VICTOR VISIBLE SYSTEM FOR EVERY BUSINESS NEED 


WCTOR) 
“NORTH TONAWANDA 


February, 1952 
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BE SMART ‘MAKE (7 SHARP! 


ONGHORN 


CARBON and RIBBONS 


Whether it’s the V-P’s important correspondence or an 
intra-ofice memo—make it sharp with Longhorn carbon 
and ribbons! Top-quality in every way, Longhorn Plasti- 
Carbon makes sharp, clean copies over and over—won’t 
slip—won’t curl, in any weather—won’t smudge or “tree.” 
Handles easily, corner-cut for easy removal. Choose the 
backing that pleases you—Longhorn Plasti-Carbon or Wax- 
Back Carbon—for top performance. Available in the right 
weight and finish for every job. 


And for perfect companion quality—use 
a@ longhorn ribbon... you'll call it the 
“perfect ribbon."’ Non-filling, sheer yet 
tough. Types clean and sharp—brings 
Praises from the most meticulous person! 


WHAT'S 
YOUR BRAND? 


Longhorn's 
fascinating little 
booklet about 
famous 
Southwestern ; Ae ae gel S 
oe Pee. gee om A mee & 
somel - 
irecdsomely im rete Ennis, Texas - Chatham, Vo 
asking! 
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Flexibility 
(From page 25) 


boo was developed collaboratively between the archi- 
tect and his consultants. 

For privacy and well directed daylight, casement 
windows are located above customary height, and 
light is filtered by a delicately textured curtain of 
matchstick bamboo. Portable lamps supplement the 
general diffused illumination of the concentric-ring 
fixture and the office is sound-controlled by an acous- 
tical tile ceiling and a rug over the asphalt tile floor. 


Hollywood Office 


(From page 29) 


and similar sources for the unique, or hard-to-find, 

If a firm goes out of business, a movie studio may 
buy up all its office furniture, particularly if it con- 
tains valuable “character” pieces. However, there is 
available a furniture company in Grand Rapids, 
Mich., which makes “antique” furniture to order. 

Many times, the office furniture used may have an 
ironic touch in its employment as a prop. A leather 
chair used by a movie bank president, may actually 
have come from a failed bank. The desk of a movie 
army colonel may be from war surplus. Files of a 
movie business may be kept in a cabinet that came 
from an actual studio front office when a producer 
left “the lot.” 

The sources of office equipment props are many 
and varied because the prop man has to produce 
whatever the script requires — and it has to be 
authentic or movie-goers write in and point out the 
“boo-boos.” 

In fact, among the few things about Hollywood's 
“offices” that is not authentic is the money. There’s no 
getting around Uncle Sam’s law against photograph- 
ing the green stuff, so stage money is used. And even 
that is first approved by the FBI. 

The money being worthless, the safes in which it is 
kept are burglar-proof in appearance only. They are 
made of wood, painted to simulate steel. 

Lack of real money, of course has nothing to do 
with the fact that the firms using these offices are all 
fly-by-nights going in and out of business in a matter 
of weeks in obedience to the relentless dictates of the 
shooting schedule. 

Shooting takes only a month or so, then an office is 
dismantled and a new set takes its place on the sound 
stage. The site of a busy office, therefore, may soon 
become the boudoir of a glamour queen. 

The office buildings on the street sets are more last- 
ing. Once built, they are used over and over. By the 
simple expedient of changing signs, an office building 
can be “moved” from city to city. In one film it may 
be a medical center in Omaha; in the next, a music 
publisher’s building on Broadway. 

Another curious thing about movie offices is the 
working hours of its employees. They often work 
three days on a scene that takes only a few minutes on 
the screen. (To page 76) 
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NAMES 


IN INDUSTRY.... 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 


CHOOSE DESK TOP EQUIPMENT! | iticc.tocvais 
with iridium tipped points 


BERT M. MORRIS CO. is foremost in the “°° 
field of matched Desk Top Equipment. 


The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect 
to pay for one fountain pen set. 


MORRISET — the constant flowing, all- 
round writing implement that holds a full 
2% ounces of ink for months of writing 
without refill. Your choice of five quickly 
replaceable “thread-in” points—extra fine, 
fine, medium, broad, stub. 


Bert M. [\orris co. 


Dept. OM-2, 8651 West Third Street 
Les Angeles 48, California 
In Canada: McFarlane Son & Hodsen, Ltd., Montreal, Que. 


and each point is tested 
and approved at factory 


ror Whiteabilita’ 
os 


STUB 


ernie 


BROAD 


nha 


MEDIUM 


te 


FINE 
eee tl 


EXTRA FINE 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 
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—_— 
FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office. 


BOOK ENDS — at last — 
inexpensive book ends 
to match modern office 
furniture. 


> 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops as 
paper is used, or standard 
box style. 


LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 
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Defense-time or Peacetime... 


Time-tried. . . quality- proved 


... User- preferred! 


In millions of offices Oakville’s Yellow 
Box Line of paper-fasteners is always 
specified as the standard of quality, 
uniformity, and full count. Office Man- 
agers simplify their buying, stream- 
line their inventory, and lower their 
handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 
Best of all, these little time-savers 
keep workers happy, save their time! 


Standardize on the Yellow Box Line 
— the line that’s best for you! 
100% and 150% 


Ly CANNIVERSARIES 


~ OAKVILLE COMPANY DIVISION | 
_ SCOVILL MANUFACTURING COMPANY 7 | 
Waterbury 20. Connecticut 
York © Philadelphia © Boston © Chicago ® S 
Im Canada Brown Bros, ltd, Toronto 
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(From page 74) 

The “employees” are not allowed to handle any of 
the offiee equipment except while before the cameras, 
All props used as “hand props” are handed to the 
actors before the scene starts and taken back on its 
conclusion. 

Script girls also have to keep sharp watch to see 
that props are in their proper places. Any prop used 
in the action of a scene is called an “action prop.” If 
such a prop is used in a scene and placed where cam- 
eras will catch it in later scenes, the script girl must 
see that it is left in place. 

This is not always easy, in view of the fact that 
succeeding scenes may be shot weeks apart. A secre- 
tary often takes dictation in one scene and is photo. 
graphed typing the letter three weeks later. 

The actors have their troubles, too. The actors who 
play office employees usually have never worked in 
offices, so modern business machines sometimes con- 
fuse them. In such cases, a technical director is called 
in to instruct the actors in operation of the equip- 
ment. 

One actor who knows his way around office props, 
however, is Dana Andrews, who was once chief ac- 
countant for an Austin, Texas stationery store. He is 
one thespian who can truthfully say that he went 
from stationery to stardom. 


Systems Come of Age 


(From page 31) 


of applications, maintenance of bibliography and file 
of data, preparation of training material, the conduct- 
ing of seminars and the coordination with all other 
methods programs. 

When an executive asks me, “What qualifications 
should I look for in selecting a systems and pro 
cedures manager?”’, I always reply, “More than you 
will find.” However, recognizing that there must be a 
compromise with the angel of perfection, we can list 
seven attributes that should always be present in a 
more than usual degree if the systems manager is 
going to be able to accomplish all that is expected of 
him. 

Not that it is the most important characteristic, but 
because it so many times comes to mind first, we could 
comment concerning the educational background of 
the systems manager as ideally including college train- 
ing in engineering and accounting. Although there 
are obvious alternatives, the engineering training de- 
velops analytical ability and the accounting back- 
ground enables the systems man to cope with the 
figure objectives of the office. 

The systems manager must have a personality that 
breeds acceptance. Without it, he cannot hope to be 
even a successful junior analyst. 

He must have an understanding of human values, 
including a larger portion of patience than is re 
quired in other walks of the business life. 

He should have a large dose of imagination, in- 
quisitiveness and disbelief in what he sees all around 
him. This will give him the ability to continually ask 
the queston, “Why?”, and develop alternatives to im- 


adequate systems. (To page 78) 
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»ps, 

ac- 

> is Are you satisfied that your 

ent mimeographed mailings are clear, 
sharp, easy-to-read ? 

Your prospects won't bother 
to read through them if they’re 
blurry, fuzzy, messy—as so many 
bulletins are. 

Hammermill Mimeo - Bond 
file roduces more than 5,000 clear, 
ct: legible copies from a single stencil, 
her when you want that many. 

And this paper comes in white 
ons and six distinctive colors. You 
wo can put your message on a “char- 
you acteristic” color that will be iden- 
a tified at once as coming from you. 
list We'd like to send you—free— 
a the 100-sheet trial packet of 
te Hammermill Mimeo- Bond. Test 
| of it for yourself. Compare it with 

the paper you now use. With the 

packet we’ll include the Hammer- 
but mill idea-book, “Better Stencil 
uld Copies,” that tells you hew to 
of get better results from your sten- 
2in- cil duplicating equipment. 
aa Just send the coupon now...test 
e Hammermill Mimeo-Bond for yourself 
the papers wherever you see this shield on a printer's = 

window. Let it be your assurance ef quality printing. . Fy 

ha Peeeeseesee see eee @ @ See 


Hammermil ill Paper Company, 
1471 East Lake Road, Erie, Pennsylvania 


Please send me — FREE — the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of “Better Stencil Copies.” 


Name 


Position 


JOCK FOR THE WATERMARK ...11 13 


| a Pa (Please attach to, or write on, your business letterhead) OM—FEB. 
HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 


' 
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(From page 76) 

He should have a scientific makeup that permits 
him to analyze logically and to progress to his objec- 
tives with a minimum of distraction. This should aid 
him in developing applications of mechanization and 
streamlining of procedures. 

He must be courageous to the extent that he can 
face up to management at all levels and effectively 
speak his mind within the bounds of his province. 

He must be able to subordinate any personal ag- 
grandizement and shed credit so that it may accrue to 
others and that his total operation is for the good of 
his company’s organization. 

Systems men are an ambitious lot and many of 
them are seeking ways and means of improving them- 
selves. To those who have had less opportunity to con- 
sider this subject, I would make a series of sugges- 
tions. First, and by all means, mingle with others in 
the same field. Pass up no opportunities to rub elbows 
with other systems men who will be just as anxious to 
share their thinking as you are to share yours. 

As a corollary, continually expose yourself to allied 
fields. Recognize at an early date the need to be well 
versed in phases of management for which you do not 
have direct responsibility, but with which you must 
cooperate. 

Recognize the compilation of knowledge in the 
systems field and read with a purpose. Although there 
is no documentation of principles such as we have in 
the sciences of engineering and the more highly de- 


veloped arts, there nevertheless have been numeroy 
publications of value placed on the market in recent 
years. Some of these that I can recommend include 
Office Methods, Systems and Procedures by I. A. 
Herrmann, Streamlining Business Procedures by Nev. 
schall, Systems Analysis for Effective Administration 
by Barish, Accounting Systems, Procedures and 
Methods by Gillespie, and any number of good basie 
accounting texts which should be read to develop a 
general understanding of business management. 

To develop himself, the systems man should be pre. 
pared to contribute unselfishly to the field. Contribv- 
tions have a way of coming back in larger portions, 

I would recommend that, by all means, the systems 
man attend the International Systems Meeting and 
expand his contacts for research. The International 
Systems Meeting is held alternately in New York 
City and Chicago in the fall of the year. 

To be successful, the systems man should develop a 
consuming interest in his own industry and his own 
company. At the risk of seeming facetious, I should 
suggest that the systems man, in order to improve 
himself, should take himself less seriously and others 
more so. Try it. 

Finally, the systems man should learn to apply 
automatically the principles of scientific management. 
Since I have referred to these earlier, perhaps I should 
at least give you my list: 

( 1) Plan and qualify the objectives. 

(To page 82) 
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PLYMOUTH RUBBER “COMPANY, I INC. a 


FOUNDED 1896 
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The Largest Rubberizers of Cloth in the World 


CANTON, MASS. 
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YOUR OFFICE 
NEEDS THEM © 


For more operating efficiency— 
in your office, in your warehouse 
or in your factory—make sure 
that your business supplies 
carry the ENNIS name—first 
name in America for fine 

paper products for general 
business use. Buy them from 
your dealer now. 


Ask your dealer 
for ENNIS 
products... 

he’s sure to have 
them! 


TAG & SALESBOOK CO. 


Manufacturers of Paper Products 
Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
St. Louis, St. Paul and New York 
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OF Strap a 


Every pound of dormant serap 
you can furnish will help to 
keep the steel mills and 
foundries producing as . 


Steel mill furnaces are gobbling What you can do to help 
scrap faster than it’s being delivered. _1. Appoint one top official in your plant 
To maintain planned schedules of steel to take full responsibility for surveying 
production for both military and civil- the plant and getting out the scrap. — 
ian purposes, the mills must have 2+ Consult with your local Scrap Mobiliz. 


: tion Committee about .its program to 
more iron and steel scrap. help out in the scrap crisis. The nearest 


office of the National Production Av- 


Get in the Scrap— Yourself! thority, Department of Commerce, can 
tell you who your local Scrap Mobili- 

Whatever your business, you un- zation chairman is. 
doubtedly have scrap. If there’s dust 3. Call in your local scrap dealer to help 
on it or rust on it—it may be scrap. you work out a practical scrapping 
If it’s scrap—it’s needed. program. Non-ferrous scrap needed, too! 
; 4. Write for free booklet, “Top Manage- 
dealer and help lick this critical scrap Scrap Recovery”, addressing Advertis- 
shortage. ing Council, 25 W. 45th St., N. Y, 19. 


FACTS YOU SHOULD KNOW ABOUT STEEL PRODUCTION 


ENO, 0.0.0.0.660:00-60,0000.0000006 1950.......97,800,000 net tons 
Estimated capacity. .... deereccsesbecee 1952......119,500,000 net tons 
Purchased scrap used*..............006: 1950..... 29,500,000 gross tons 
Estimated purchased scrap requirement*. .1952..... 36,200,000 gross tons 


This advertisement is a contribution, in the national interest, by 


Office Management and Equipment 
The Office Executives Own Magazine 
212 FIFTH AVENUE NEW YORK, N. Y. 
A Geyer Publication 
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TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 
desk, typing becomes 
easier, faster, less 
noisy — mistakes 


fewer. 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 
—high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. opal 


a 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria $t., Toronto 
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than ever’’ 


TRADE MARK 


Waste 


Baskets 


reduce 


The Reund Taper—most 
popular of all Vul-Cots for 


specially designed for 
washrooms, basements, 
ticker rooms, lobbies, ship- 
ping and mailing rooms. 
Two sizes. Nos. 9 and 10. 


New Vul-Cots give you life- 
time service—colors don't 
chip off. rims don't break. 
Made of hard vulcanized 
fibre they are light weight, 
noiseless, durable and at- 
tractive. Our exclusive 
bonded seam construction 
gives added strength—im- 
proves appeorance. Easy to 
handle—easy to clean. They 


. don't ceack, splinter, dent, 


rust or corrode ... are guor- 
anteed for 5 years. Vul-Cots 
cut your maintenance ond re- 
placement costs. Write today 
for catalog price sheet 
—Dept. OM-I. 


Colors—All sizes made in standard colors—maroon- 
brown and olive-green. Gray also available for use 
with gray office furniture. 


VULCANIZED. FIBRE CO.» 
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Use... 

——— i 

Snappesy 
One-Time 


Carbon-Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


ee 
TAILOR-MADE .. . to meet 
- your special requirements. 
Snap-Easy Sets * Continuous Forms 
 Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a  SnapSasg- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. M, GAVRIN PRESS BLDG. 
New Rochelle + New York 
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(From page 78) 

( 2) Formally state the problem. 

( 3) Systematically subdivide the problem to its 

logical elements. 

( 4) Determine the relative importance and the 

relationships of these elements. 

( 5) Determine the “one best way” to do the work, 

( 6) Determine organization requirements. 

( 7) Determine workload, convergent functions, 

and staffing requirements. 

( 8) Determine space, physical conditions, equip. 

ment and financial requirements. 

( 9) Establish adequate controls. 

(10) Establish adequate measures of performance, 

When the systems man has done what he can to 
improve himself, he should be easily recognized as q 
member of the management tearm. He should be con 
sidered a consultant in the decision-making processes 
so that the implementation we referred to earlier is a 
practical operation. ts 

The successful systems man should be separated 
from office services and other line activities which 
should be left to the office manager. The successful 
systems man will recognize the prerogatives of all 
other staff activities, and will leave such functions as 
personnel administration to the personnel manager, 
and similar specialties to the appropriate organiza- 
tional unit. 

He will concentrate on programming or the plan- 
ning and organized execution of well defined projects 
that lead to worthwhile objectives. 

He will not attempt to control systems performance 
but will rely upon developing participation by the 
entire supervisory force, accomplishing his objectives 
through the efforts of others and spreading the scien- 
tific approach to systems problems. 

He will keep himself in balance and remember the 
sage advice of General Robert E. Wood of Sears Roe- 
buck & Company, when he stated his opinion that 
“whereas systems are important, our main reliance 
must always be on men.” 


Palm, Fechteler De-Calendars Offered 


Palm, Fechteler & Co., 220 W. 42nd St., New York 18, 
decal designers and manufacturers, are once again making 
their annual offer of functional decal calendars for appli- 
cation on office desks and equipment. Available in limited 
quantities, at no cost, the de-calendar is a practical com- 
bifiation decal, 12 inches in length, combining a 1952 cal- 
endar with linear and pica rulers. 

Designed in color, the de-calendar may be applied to 
desk tops, walls or other convenient locations. 


Marchant Opens New Sales-Service Office 

The opening of a new modern sales and service office of 
the Marchant Calculating Machine Co., in Paducah, Ken- 
tucky, was announced by Edgar B. Jessup, president of 
the company. 

The growth of business and industrial activities, result- 
ing in an increased demand for Marchant services in the 
Paducah area, made the establishment of the new office 
necessary, Mr. Jessup said. 

Charles W. Wiggers is the local agent for Marchant in 
the area and William Y. Holt is the service supervisor. The 
new Office is located at 1723 Broadway in Paducah. 


New Offices Opened 
Century Theatres recently opened its Queens County 
offices at 215-32 Jamaica Ave., Queens Village, New York. 
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DAY AFTER DAY 
es 
Deunioon 
OFFICE AIDS 
SAVE TIME AND MONEY 


Dennison makes dozens of “big 
little things” that bring better 
results to hundreds of office 
jobs such as: keeping records, 
addressing and marking mail, 
preparing file folders, labeling, 
assembling binders, mending 
torn -papers. 


These handy Dewssoon items will help you save 
time, cut down errors, make work easier: 

Let these versatile Dennison 
office aids simplify and speed 
your work. Call your stationery 
supplier today. 


“SHIPPING TAGS’ + METAL RIM AND KEY TAGS + COIN CARDS * GUMMED LABELS 

PRES-A-PLY LABELS +* ADDRESS LABELS + ADDRESSING LABELS IN SHEETS * CAUTION 

LABELS + AIR MAIL LABELS + FILE FOLDER LABELS + SEALING AND ENCLOSURE LABELS 

NOTARIAL SEALS » GUMMED REINFORCEMENTS + INDEX TABS + PAPER FASTENERS 
MENDING TAPES 


Hands do not touch The KOPY ALIGNER DEVICE 


coated surface of carbon was awarded 
FIRST PRIZE 
SAVES 
for both APPROPRIATENESS 

MUCH OFFICE TIME and ECONOMY 
AUTOMATICALLY at Atlantic City at the 
COLLATES CARBON Annual Convention of 

and SHEETS of THE NATIONAL 

PAPER BOX MANUFACTURERS 
COPY PAPER ASSOCIATION 
A Patented Device 1951 


KEE LOX MFG. CO., 


February, 1952 


ALL CARBON SHEETS are WORN evenly so all color 
purchased IS used not thrown away, giving additional 
ECONOMY. Kee Lox will back up this wonderful 
device, using our Quality Carbon by sending to any Office 


Manager, Purchasing Agent or Secretary, FREE, no obli- 
gation, one box with 25 sheets of Carbon size you use if 
requested on the letterhead of your Company. This shows 
you up-to-date EFFICIENCY. 


Mail Today To 


ROCHESTER 1, N. Y., U. S. A. 


A few foreign agencies still open 


Export Dept., Rochester |, N. Y. 


KEE LOX MFG. CO. OME 
Rochester 1, N. Y. 
Please send Box and Samples Kopy Aligner Carbon Size— 
To City Zone—— 
We use 

Standard Noiseless Electric 
Signed Title 
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marking crayons - 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1—For general checking 

No. 1—CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No, 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295—For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH co. 


41 East 42nd St., New York 17, N.Y. 
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Sheaffer Profit-Sharing Payment 

Directors of W. A. Sheaffer Pen Co., in announcing g 
regular quartery dividend to stockholders of thirty cent 
and an extra dividend of thirty cents on the common stock 
pointed out that a profit-sharing payment of twenty-sig 
per cent also was declared to employees on their earnings 
for the quarter ended November 30. 


Employee profit-sharing for the first nine months of the 
fiscal year has averaged 22 per cent of their earnings com. 
pared with 22 2-3 per cent for the corresponding period 
of 1950. 

While earnings of the convpany before taxes for the first 
nine months of the fiscal year will be higher, net profits 
after taxes will be adversely affected by a 93 per cent in- 
crease in taxes for the period. 

Sheaffer’s employee profit-sharing has been in effect 
withont interruption since the first annual payment of four 
per cent seventeen years ago. 

Common dividend payments to stockholders for the first 
nine months of the fiscal year have totaled $1.40 a share 
compared with $1.60 in the corresponding periotl a year 
ago. 


Remodeled Offices 

Modernization and redecoration of the offices of Jackson- 
Cross Co., Lincoln-Liberty Bldg., Philadelphia, Pa., a real 
estate firm, have recently been completed under the direc- 
tion of John Wanamaker, Inc. 

Among the new features of the new layout are troffer- 
type fluorescent lighting, furred acoustical ceilings, and a 
new asphalt and rubber tile floors. A large photo-mural of 
Philadelphia’s famous Parkway is a conspicuous decora- 
tive feature of the general office, and a Herculite glass 
main entrance regulates two-way traffic without turning a 
door knob. 

The remodeling includes enlarged conference rooms for 
client and company use, and more spacious executive 
offices for President Boyd T. Barnard and Vice-President 
Thomas Shallcross. 


Large Sunroe Order 


Announcement of a large order of Sunroc electric water 
coolers for the E. I. duPont de Nemours & Co.’s new 
Hydrogen plant at Savannah River, was made recently by 
Joe T. Ward, New York division manager of Sunroc. 

The exact number of coolers to be supplied could not be 
disclosed, but the procurement was made through the New 
York architectural firm of Voorhees, Walker, Foley and 
Smith. DuPont’s original Hydrogen plant was also equipped 
by Sunroc some months ago. 

The water cooler equipment will be among the first 
produced at Sunroc’s new facilities nearing completion at 
Glen Riddle, Pa. 


New Tubular Steel Chairs 


New to the office furniture field is a line of tubular 
steel chairs for reception room use made by the precision 
Mfg. Co., 829 Chicago Ave., Evanston, IM. 

These chairs combine steel frames with plastic webbing. 
They are lightweight and inexpensive, ideal for modern- 
izing reception rooms at nominal cost. 


One Time Carbon Forms 


Hygrade Printing & Stationery Co., 121 Varick St., New 
York, makes a specialty of the fast production of one-time 
carbon forms for immediate delivery. The firm makes pull- 
out and snap-out carbon interleaved forms, manifold books, 
bookkeeping machine statement and ledger cards, payroll 
and voucher checks, envelopes, etc., all on the basis of quick 
delivery. This company has been in business for thirty 
years. Sample forms and their quotations may be obtained 
without obligation from the firm. 
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|| Important Office Executives: 


uty-six 
«|| Read O Hic ae tg These Three Other Geyer 
of 
_ com Specialized Magazines 
period ; i 
nt in- é Px -! | = - yv # 
aa || because ie 
f four Be 
first | feet is edited sotanys for office 
- j executives ... the only maga- 4 1 Se ' | 
| zine dealing exclusively with Y 4 ‘ | GEYER’S TOPICS 
‘their office problems. OME’s ry? al | Exclusively for the dealers who sell 
| a ¥ 3 J - th | the largest volume of office 
kson- | Fe pages offer ways to attain — i : ment, machines, stationery end 
a real | : supplies. All trade circulation, ne 
dire- | | more efficiency, meet person- he SE Sivtion. Olden tn the Sold — 
ofte- | | nel problems, speed up office: , 
d ; : ‘ 
nal of production, promote smooth, 
pres Flow cost office operation. 
ing a He 
~ That’s why your advertising of office equipment machines “and supplies can 
x! be » get such thorough reading and ready response from those responsible for ~~ 
ident | office management and the purchase of equipment, supplies and services. SPORTS AGE 
Your products and services should be regularly exposed to this concentrated Modern King-size business 
audience of office executives: presidents, comptrollers, treasurers, general ae ae omg = mor 
retailers and wholesalers — better 
veal managers, auditors, purchasing agents and office managers. You are buying . sie vans ber pero ane oe 
new all usable premium circulation! standing editorial features. 
lyby | Bs You can reach this OFFICE MANAGE- 
MENT AND EQUIPMENT’s concen- 
ot be 
nes INTENSE READERSHIP trated office executive audience every . 
; It is read and re-read by th. 12 full page adverti ts oe 
ipped the office management | © 65 : . “— ¢ 
Bey reach and sell. “single insertion in many of the gen- 
e “eral business publications. _ 
CIRCULATION ; 3 ° 
bular a 
rf Vital reading to more 
— than 10,000 office man- Send for a m8 copy ond cévetin dote se 43 
bee agement executives .. . ee ioc 
here an exclusive audience. : 
«| GEYER PUBLICATIONS 
= Business Paper Publishers Since 1877 
4 212 FIFTH AVENUE, NEW YORK 10, N. Y. 
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urty JACKSONVILLE * SEATTLE * LOS ANGELES * SAN FRANCISCO 


1952 | February, 1952 OFFICE MANAGEMENT AND EQUIPMENT 8s 


28 a i  ——a—— . 2 en) = SS Sa ee oe ae Pi lar a "e — 
P ; Werte > ee Hei EEE ee SIE ee ae ¢ eae pe 
cing p . 
4 
1 
A 
% 
Say 
Pal » 1d 
4 (ena Sige P > on 7 Sa = ae She a aa ! f 


more things done in less 
time ... with greater 
efficiency, and at 
lower cost! 


Cut record-keeping costs 4 or more by eliminating 
non-productive operations. With Lithostrip 
continuous forms you can eliminate 6 wasteful 
‘motions, speed distribution and simplify control. 


aaet © Jan moe lntinan, Cextae and a ping Or 
ders, Tabulating or er forms—SEND For FREE 
brochure — = AND nenION STUDY IN LIGHTS.” 
Midi mes Shows how to . save , cut 


Dnench 


Dept. O.M., A BITTNER ST., titel Cope 15, MO. 


WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! Hardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few frail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE.. 

the world’s finest for more than 20 
years! And for greatest satisfac- 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER. 
Top quality materials and skillful, 
watch-like precision characterize 
every detail of manufacture. 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, you'll get bigger 
value. Today .. ask your dealer to 
show you the complete ACE line! 


ACCO 


most 

P 

originated this type of fastener, and as a 1 

pioneers maintain the highest quality THROL 
in material and serviceability. 

FA 

Si 


Look for Acco on your fasteners. 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Lid., Toronto = 
GI 


NWO USE 
LOOKING 
OSCAR.,,,.YOu 


CAN'T SEE my 
PAYCHECK 
Roucy THIS 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” eg ge are 
made from exclusive blue opaque Nothing is 
except name on checks. pore 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, the “Outlook” feature of a size and 
poekion to register with caly what you want to show on you 


Originetore dt *OUHOOK™ Envelopes. Ext 1902 i 
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TWE PILLAR OF CLOUD AND 
FIRE THAT LED THE ISRAELITES 
THROUGH THE WILDERNESS . . . 


FAMOUS TODAY .. . CELLUGRAF 
SIGNALS FOR BUSINESS CONTROL 
SYSTEMS . . . UNFAILING SENTINELS 
e. TO SPOTLIGHT FACTS AND 
ASSURE ACTION 


uo) 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


Are You Interested— 


In Getting the Most 
From Your Typewriters? 


Your Roller Should 
Be Changed eS 
Gites 2 Yael Oi ran 
ce a iear PLATEN 
For Best Results, Insist on 


THE WORLD'S NUMBER ONE PLATEN 


Ames 


FUTURISTIC 5 Praren 


Manufactured and Distributed to Office 
Machine Dealers by 


Ames Supply Company 


CONTACT YOUR LOCAL DEALER 
OR REFER TO YOUR RED BOOK 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Quiche.O Feeding} y 


in 

, : Demonstrate Guide-O-folders to file clerks. Let them 
work with your demonstrator for a little while. 

s are Once they discover for themselves how easy it is to 


file and find with Guide-O-folders, you are well on 
your way to a sale. They appreciate the ease with 
which folders slide along on the all steel Guide-O- 
frames, eliminating the tugging and pulling of the 
dead weight of folders and contents. They appre- 
ciate the time-saving ease with which letters can be 

' filed. and taken out. They like files which are 
always in a vertical position. See your local dealer 
or write us direct. 


‘GUIDE SYSTEM & SUPPLY CO. 
New York 13, N. Y. 


335 Canal Street 


| 


There is no other 


Ft MT 


pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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Different? — Yes — but 

exactly alike in their 

dependence upon 
BEACH'S 


“COMMON SENSE” 
EXPENSE BOOKS 


to keep track of their 


traveling expenses. 


Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payables 
in advance. Address replies to all Box Number ads e/g 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave,” 
New York 10, N. Y. 

— 


For Sale or To Buy 


WANTED—ALL MAKES Office Machines, Filing Equipment, Fup 
ture, Kardex, Acme Postindex. Will pay more than trade-in allowancs 
Write, Wire, Phone CAnal 6-2054. ational Office Equipment (. 
487 Broadway, N. Y. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Ray 
visible cabinets, wood and steel. Addressograph Cabinets and Tray; 
Ledger Trays, steel and insulated. Reconditioned first-class. Spe 
prices to dealers. We also buy this equipment. Universal Office Easy 
ment Co., Inc., 7 Waverly Place, New York 3, N. Y. 


MASTER 
SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro- 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers like them 
for these spring keys cushion the 
fingers, accelerate typebars, and lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes. Im- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 


your typewriter ffice pe 4 P 
FREE ONE WEEK TRIAL. supply or send direct for a 


SPEED KEY CORPORATION 73*0.cye"‘x.¥° 


VARITYPERS: SAVINGS to 60%. 1945-51 Models. Top Conditie 
IBM (new type) PSM. Rebuilt warranted. (Better than Trader 
offered for ae idle, etc. equipment). Addressing, Duplicating, Mailig 
Machines. R. 4-8765. Adamm Co., 250 3rd Ave., N. Y. 


FOR SALE—MICROFILM by Microstat All-Purpose Camera 
jector J-7; operators kit and exposure counter. For use with 35 mm 
Suitable for work of all sizes, including blue-prints, maps, books, new 
papers. Has had comparatively little use. In perfect candition. Inquin 
Superintendent, Crouse-Irving Hospital, Syracuse, N. Y. 


Representation Wanted 


Are Your Guide Tabs 
BROKEN? Cut them off ands 


Unbreakable Substitute with 
Spring Jaws — - 


t 
plak or red white, blue, p Rae 
or ° 
ble labels in perforated strips for typing. 


Samples (5 or less) 2 cents each. 
102 by Sears, Roebuck & Co. 


CHAS. S. SMITH, Monufacturer, Box 817, EXETER, NEBR. 


THE DIXON FASTENER 


HAS A HOLE THROUGH ITS CENTER 


WITHOUT REMOVING FASTENER, SECTIONS 
OF SHEETS GO IN RING OR POST BINDER 


Packa: 24 to envelope. 20 envel- 
carton. Also 100 to box and 
16 boxes to the carton. 


Send for Free Sample 
Manufocturing Division 


DIXON RESEARCH, INC. ~ 


ROCKFORD, ILLINOIS 
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SIDE LINE SALESMAN to cover stationery trade, etc., in seven 
states. Repeat profitable opportunity Arco Rubber Bands. Allian: 
Rubber Co., Slidell, La. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscriber’s Information De- 
partment will supply you with any 
information you require regarding 
the source of supply of any office 


equipment, systems, services or 
supplies. 


Write us whenever you are inter- 
ested in learning the source of any 
particular office service, anticle of 
brand name and we will endeavor 
to promptly advise you where it 
can be located. 


OFFICE MANAGEMENT & EQUIPMENT 


The Magazine for Office Executives 


212 Fifth Ave. © New York 10, Ni. Y. 
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ENVELOPES. 


(PRINTED OR PLAIN) 


EXCEPTIONALLY 
FAST DELIVERIES 


Send us samples of your 
envelopes and note the 
quantities you usually order— 
Let us quote— 

Then COMPARE. 


EVERY TYPE OF PRINTING 
FOR OFFICE AND FACTORY: 
1- Time Carbon Forms 
Manifold Books 
Commercial Forms 
Bookkeeping Machine Forms 
Paper - Envelopes 


f We not only SELL... but SERVE, 0s ovlt / 
— | ESTABLISHED 1920 | 


-HYGRADE- 


PRINTING € STATIONERY CO.,INC. . 


121 VARICK ST., NEW YORK 13, N. Y., Al 5-4530-1-2-3-4 


On the job! 


Our volunteer speakers are 
saving thousands of lives to- 
day ...in factories and offices, 
at neighborhood centers and 
at organization meetings all 
over this land... showing peo- 
ple what they can do to pro- 
tect themselves and their fam- 
ilies against death from cancer. 


For information just telephone 
the American Cancer Society 
or address a letter to “Cancer,” 
care of your local Post Office. 


American Cancer Society 


February, 1952 


Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


Preferred in 
modern offices 
everywhere 


a PIONEERS and PACESETTERS FOR A QUARTER CENTURY 


ce ARerow fasrener [0 [Nc 


ONE JUNIUS STREET BROOKLYN 2N 


VANGUARD sree. 


STORAGE FILES are available 


will serve 
as an 
active file. 


our. 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 
2. Four rollers for ease of operation. 
3. Index guide rod with brass knob. 


4. Positive and simple stacking provisions. 
5. Self-locking follower available. 


Available in both a beautiful Hammerloid 
Gray or Office Green oven baked finish. 
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=== VMP Conveyor Quickly, Easily 
Routs 4% Tons of Letters and 
Records, Vertically and Hori- 


Zontally, in One Hour! 


Just a Be of a button gives smooth, safe, highly 
dependable service. You send mail from your mail 
room to any floor, or to any place on any floor. 
You send records, files, and other data from one 
location on any floor, to any location on the same 
or another floor. You get precisely the loading 
and unloading arrangement that best fits your 
own needs. 


What a time, labor, and cost saver you get with 
the installation of the VMP modern vertical and 
horizontal transmission system. 


Absolutely pe in upkeep costs, the VMP 
Conveyor's simplified mechanical selective and 
unloading edien eliminates need for skilled 
servicing. 


Do solve your vertical and horizontal material 
transmission problems now by phoning or writing 
Virginia Metal Products Corporation — today. 


FREE: vaiuabie brochure illustrated with two 
color scale drawings, describes the VMP nrg od 
and gives wee and valuable facts about the 
time and labor S$ you secure, Write, without 
cost o obligation, ' t jay to: 
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A 1700-pound man will never lean 
back in a Sturgis guest chair, but... 


... but if he did, we know what would happen. The steel frame 


would deflect about 1/32” and return to normal after the load was removed. 


That’s what happens when weight tests are made in accordance with 
General Service Administration Specifications, 


which permit 1/8” deflection, four times c=] 


that measured on Sturgis chairs. This great 


reserve of strength is deliberately engineered N 
> A 


=A 


. ~ 


into Sturgis chairs to make them 
perform above and beyond normal use 
demands and normal chair life 


expectancy. 


Enoreving Sturgis chairs are engineered for 
n-Thomas keeps. You can’t see all the quality en- 
as gee gineered into a Sturgis chair but it’s there 
ne i in full measure—and because it’s there a 
y Sturgis chair is a long term investment in 
Co. You can’t see all office comfort and efficiency. Today the 
me LL ' the quality that’s ee ee finest executive, secretarial, clerical, guest 
& Baker engineered into > and institutional metal chairs are being 
Sturgis chairs. ere produced by The Sturgis Posture Chair 
ray ‘ Company, Sturgis, Michigan. 
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mepyey e * The Sturgis No. 1225 Guest Chair 
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Underwood Corporation's sensationally 


new extra, extra durable and economical 


TOPPER BRAND Pencil Carbon 


Get a demonstration Today! 


Here’s another big first for Underwood 
Corporation . . . TOPPER BRAND 
Pencil Carbon! 

It’s entirely new—made from a new 
and revolutionary process. 

Wherever pencil carbons are used for 
duplicate copies...such as printers 
forms, register rolls, order books... 
the outstanding durability and other 
superior qualities of Underwood Cor- 
poration’s new TOPPER BRAND Pencil 
Carbon will give all-round satisfaction. 

You’ll want all the advantages of 
the following TOPPER features: 


Absolutely non-tack. Non-curl. Im- 
proved sharpness. Increased legibility. 

Instant setting. Quick drying. No 
offset. No smudge. No smear. 

And how the users will appreciate its 
super cleanliness! 

You can obtain TOPPER BRAND Pencil 
Carbon in black, blue and purple... 
in standard weight, 10 lb and 14 lb 
weights. 


Ask your supplier for a demonstra- 
tion...or call your nearest Underwood 
Corporation office. 
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